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INTRODUCTION 



Thi s manual is intended for use in the administration of the housing 
benefits scheme by local authorities, rating authorities and housing 
authorities in Great Britain. It has been prepared by the Department of 
Health and Social Security in consultation with associations representing 
those authorities. It explains all aspects of the housing benefits scheme, 
drawing attention to the legal requirements for authorities, and gives 
guidance on administration. But it does not attempt to deal with every 
situation that may arise and it is not to be regarded as an authoritative 
statement of the law. It should be read in conjunction with the relevant 
provisions of the Social Security and Housing Benefits Act 1982, and the 
regulations and financial orders made under that Act, which are the formal 
statement of the law. 
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GLOSSARY 



The following terms used in this manual should fee given the meanings set 
out below. Where the definition is specified in the regulations this has 



been indicated. 




Amenity charge - 


a charge for fuel in respect of heating, hot water, 
lighting or cooking (or any combination of these). 


Assessment unit 


a supplementary benefit term for the supplementary 
benefit claimant and any partner and dependant of the 
claimant . 


Authority/local - 
authority 


in this manual means either housing authority, local 
authority or rating authority as appropriate. 


Boarder 


a person who makes payments, a substantial proportion 
of which is in respect of board. (Reg 2(1) - 

definition of non-dependant) 


Certificated case - 


a case in which the DHSS local office has issued a 
certificate (form A359 or form A359(1P)) stating that 
the claimant is entitled to qualifying supplementary 
benefit. (Reg 2(1)) 


Couple 


a married or unmarried couple. 


Dependent child 


a person living with the claimant whose requirements 
are provided for, in whole or in part, by the claimant 
or the claimants partner, or wholly by means of 
maintenance payments payable to the claimant, and who 
is either 

a. under the age of 16; or 

b. aged 16 or over but under the age of 20 and 
receiving full-time education at a school, 
college or other similar educational 
establishment, other than advanced education; or 

c. a person in respect of whom child benefit is 
paid or is payable under the Child Benefit Act 
1975. (Reg 2(1)) 


Eligible rates 


the amount of payments by way of rates which may be 
met by a rate rebate. (Reg 2(1)) 


Eligible rent 


the amount of payments by way of rent which may be met 
by a rent rebate or rent allowance. (Reg 2(1)) 


Housing benefit 


a rate rebate, rent allowance or rent rebate. 
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Housing benefit 
supplement 

Married couple 

Meeds allowance 



Non-dependent 



Partner - 

Qualifying - 

supplementary 

benefit 

Standard cases - 

Tenant/ Sub— tenant - 
(of a claimant) 

Unmarried couple - 



a special payment of supplementary benefit for rent 
and rates not covered by standard housing benefit (see 
Chapter 12). 

a man and woman who are married to each other and are 
members of the same household. (Reg 2(1)) 

an amount representing the notional weekly living 
expenses of the claimant, and any partner and 
dependent child, with which income is compared in the 

calculation of standard benefit. 

either 



a. a member of the claimant’s household (other 
than a partner or dependent child of his or his 
partner); or 

b . a boarder of the claimant . (Reg 2(1)) 

one of a married or unmarried couple. (Reg 2(1)) 

supplementary benefit which gives eligibility for 
housing benefit - ie where rent or rates would be 
included in the assessment if these items were met by 
supplementary benefit. Housing benefit supplement and 
short-term urgent needs payments are not qualifying 
supplementary benefit. (Reg 2(1)) 

cases where a certificate has not been issued. 

a person, other than a member of the claimant’s 
household, a boarder or another joint occupier, who 
pays the claimant for the right to occupy part of the 
dwelling. 

a man and a woman who are not married to each other 
but are living together as husband and wife as members 
of the same household. (Reg 2(1)) 
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NOTE ON MARGINAL REFERENCES 



References to the relevant statutory provisions are given in the margins of 
this manual* The abbreviations used are:— 



ia Re 8 " for regulation - referring to a regulation contained in 

the Housing Benefit Regulations 1985 unless preceded by 
any of v. to viii. below; 



ii. 


S 


iii. 


Sch 


iv» 


SO 


V. 


Permitted - 
Totals 


vi- 


SB Claims - 
& Payts 


vid. 


SB D of Q - 


viii 


-SB Reqts - 



for Section - referring to a Section of the Social 
Security and Housing Benefits Act 1982; 

for Schedule - referring to a Schedule of the Housing 
Benefits Regulations 1985; 

for Subsidy Order - referring to the current Housing 
Benefits (Subsidy) Order; 

referring to the Housing Benefits (Permitted Totals for 
Local Schemes) Regulations 1982; 

referring to the Supplementary Benefit (Claims and 
Payments) Regulations 1981; 

referring to the Supplementary Benefit (Determination of 
Questions) Regulations 1980; 

referring to the Supplementary Benefit (Requirements) 
Regulations 1983. 
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ENQUIRIES 



If authorities have any enquiries they should be addressed as 
follows : - 



a. policy and procedural questions to: 

DHSS, SB2, Room 471, New Court, Carey Street, London 
WC2A 2LS. 

If the enquiry is urgent, telephone 01-831 6111, Ext 2648 
(overpayments), Ext 2686 (subsidies - but see b. if the 
query is about a subsidy claim) or Ext 2738 (other matters). 

b. questions connected with payments of subsidy to: 

- DHSS, Room 511, North Fylde Central Office, Nojrcross 
Blackpool, Lancs FY5 3TR . 

If the enquiry is urgent, telephone 0253 856123 Ext 260. 
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CHAPTER Is M OUTLINE OF THE HOUSING BENEFITS SCHEME 



Introduction of the scheme 



1*01 Part II of the Social Security and Housing Benefits Act 
1982 established the housing benefits scheme as the means by 
which assistance with rent and rates is provided in England, 
Scotland and Wales. It gave the task of providing this 
assistance to local authorities, rating authorities and housing 
authorities. Previously authorities had not had the sole 
responsibility in this area: assistance with rent and rates had 

also been provided by DHSS through the supplementary benefits 
scheme. 

1«02 The housing benefits scheme came into effect on 22 November 
1982 for most housing authority tenants on supplementary benefit; 
on 1 April 1983 in respect of rate rebates for people other than 
housing authority tenants; and on 4 April 1983 in all other 
cases . 

1.03 - 1.04 



Framework of the scheme 



The statutory schemes 

S.28(l) 1.05 the Act provides for three statutory schemes 

a* the rate rebate scheme - under which rating authorities 
provide assistance with rates; 

b. the rent rebate scheme - under which housing 
authorities provide assistance with rent for their tenants; 
and 

c. the rent alowance shceme - under which local 
authorities provide assistance with rent for tenants other 
than housing authority tenants. 

The three types of benefit (rate rebates, rent rebates and rent 
allowances) are known collectively as housing benefits. 

1.06 The statutory schemes are contained in regulations made by 
the Secretary of State for Social Services and laid before 
Parliament. The regulations currently in force are the Housing 
Benefits Regulations 1985. 

1.07 The regulations lay down rules with regard to:- 

a. the circumstances in which a person is eligible for 
housing benefit (see chapter 2); 

b. the asessment of the amount of benefit payable (see 
paragraphs 1.10 to 1.11); 



Regs 4-12 
Regs 13-27 
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c. the period for which benefit is to be awarded (see 
chapter 13 paragraphs 13.50 to 13.88); 

d. the procedures relating to claims (see chapter 10) and 
changes of circumstances (see chapter 16); 

e. payment of housing benefit (see chapter 14); 

f. the recovery of over-payments (see chapter 21); and 

g. determinations and representations (see chapter 13, 
paragraphs 13.01 to 13.45 and 13.90 to 13.92 and chapter 
15). 

Standard and certificated cases 

1.08 The regulations provide that entitlement to supplementary 
benefit will, subject to certain conditions, qualify the claimant 
for housing benefit if he or she is responsible for payment of 
rent and rates. In this situation the claimant does not make a 
separate claim for housing benefit from the authority. Instead 
the DHSS local office sends a certificate (form A359 or form 
A359(1P)) to the authority to inform it that qualifying 
supplementary benefit is in payment. 

1.09 Gases where a certificate has been issued are called 
certificated cases. Other cases are referred to in this manual 
as standard cases. The rules laid down in the regulations vary 
in a number of ways according to whether a case is standard or 
certificated. 

Assessment of housing benefit 

1.10 One of the main differences between standard and 
certificated cases lies in the method of assessing benefit. 

Keg 13 In standard cases entitlement is calculated in accordance with a 

formula by reference to:- 

a. an amount representing the notional weekly living 
expenses of the claimant and any partner or dependent child, 
known as the "needs allowance" (see chapter 8); 

b. the weekly income of the claimant and partner (see 
chapter 7 ) ; 

c. in the case of a rate rebate, the amount of rates 
eligible for benefit (see chapter 6); 

d. in the case of a rent rebate or rent allowance, the 
amount of rent eligible for benefit (see chapter 3); 

e. deductions in respect of any non-dependants (see 
chapter 9, paragraphs 9.02 to 9.39); and 

f. minimum and maximum amounts of rebate and allowance 
(see chapter 11 paragraphs 11.20 to 11.21). 



Regs 28-30 

Regs 31-38 

Regs 39—44 
Regs 45—48 
Regs 49—56 
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Reg 24 



S .30 



S .32 



■\ 






1.11 In certificated cases a simplified method of assessment 
applies. Subject to the minimum payment rule (see chapter 11 
paragraph 11.50) and to special rules if the claimant has tenant s 
or sub-tenants (see chapter 9 paragraph 9.75 to 9.84) the amount 
of certificated housing benefit is 100% of the eligible rent 
and/or rates less any deductions for non— dependants. 

1.12 The method of calculating housing benefit in both standard 
and certificated cases is explained in detail, with examples, in 
chapter 11. 

Local Schemes 

1.13 The Act provides for the statutory schemes to be enhanced 
by local schemes at the discretion of authorities. The power to 
make local schemes is limited by provisions contained in the Act, 
regulation 3(2) of the Housing Benefits Regulations 1985 and the 
Housing Benefits (Permitted Totals for Local Schemes) Regulations 
1982. Additional benefit under local schemes can only be given 
in standard cases. The rules are explained in detail in chapter 
17 paragraphs 17.10 to 17.21. 

1.14 - 1.24 



Financial Provisions 

1.25 The Act provides for the Secretary of State for Social 
Services to pay subsidies to authorities in connection with the 
housing benefits scheme and to make orders relating to those 
subsidies. The arrangements are explained in Chapter 26. 

1.26 - 1.29 

Relationship between the housing benefits and supplementary 

benefit schemes 

1.30 Certificated housing benefit (see paragraph 1.12) provides 
a* link between the housing benefit and supplementary benefits 
schemes. There are other links of which the most important is 
the payment by authorities on behalf of DHSS of:- 

a. supplementary benefit for water charges in most 
certificated cases (see chapter 5 paragraphs 5.20 to 5.52); 

and 

b. housing benefit supplement (see chapter 12). 

1.31 The relationship between the housing benefits and 
supplementary benefit schemes means that authorities and DHoS 
local offices must work together in close cooperation. 

The Act provides for the exchange of information that is an 
essential part of this and the relevant procedures are explained 
in chapter 23, paragraphs 23.50 to 23.60. Other liaison 
arrangements and related matters are covered in chapter 2^. 

1.32 - 1.99 
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CHAPTER. 2 s ELIGIBILITY 



S28 

Regs 5(1) 
6(1)&7(1) 



Reg 5(1) 



Reg 6(1) 
S35(l) 
(defn of 
housing 
authority) 



Reg 7(1) 



2.01 This chapter gives guidance on the categories of people 
who are eligible for housing benefits, and determination of 
eligibility. 



ELIGIBILITY FOR HOUSING BENEFIT 

Basic condition for eligibility 

2.02 Subject to the exceptions in paragraph 2.06 people are 
eligible for housing benefit in respect of the dwelling which 
they occupy as their home, and in respect of which they 
either : - 



a. are liable to pay rent or rates (see paragraph 2.10); 
or 



b. although not liable to make such payments, pay them 
as if liable (see paragraphs 2.15 to 2.16). 

The circumstances in which people are to be regarded as 
occupying a dwellng as their home are outlined in paragraphs 
2.20 to 2.29. 

Eligibility for rate rebates 

2.03 A person who satisfies the basic condition for 
eligibility in respect of rates is eligible for a rate rebate. 
This applies whether rates are paid direct to the rating 
authority, or indirectly with, or as part of, rent. People 
whose homes are houseboats, caravans or mobile homes are 
eligible for rebates on rates charged as part of mooring fees 
or site rents. 

Eligibility for rent rebates 

2.04 A person who satisfies the basic condition for 
eligibility in respect of rent paid to a housing authority is 
eligible for a rent rebate. Housing authorities include the 
GLC , New Towns, the Development Board for Rural Wales and the 
Scottish Special Housing Association. People eligible for rent 
rebates include those living in housing authority hostels. 



Eligibility for rent allowances 

2.05 A person who satisfies the basic condition for 
eligibility in respect of rent paid to someone or somebody, 
other than a housing authority, is eligible for a rent 
allowance . 
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Exceptions 



2.06 Some people may satisfy the basic condition for 
eligibility but not be able to receive housing benefit 
because 



a. certain people are excluded from eligibility for 
housing benefit altogether or are eligible only in 
respect of their rates (see paragraphs 2.40 to 2.43 - 
ineligible persons); 

b. in certain situations a person may be disentitled 
(see paragraphs 2.65 to 2.70 - d is entitlement) . 

2.07-2.09 



Regs 

5(l)(a) 9 

6<l)(a) 

&7(l)(a) 



Regs 5 

(D(b)» 

6(l)(b) 

&7(l)(b) 



Liability to pay 

2.10 People are liable to make payments of rent or rates in 
respect of the dwelling which they occupy as their home if:- 



a. they are the rateable occupier of that dwelling; or 

b. such payments are made under the agreement under 
which the dwelling is occupied. 

It is not necessary for there to be a formal written agreement 
to make such payments: an informal oral agreement may be 
sufficient to create a liability to pay, if the dwelling is 
occupied under that agreement. Authorities should however be 
satisfied that the agreement is genuine. 

2.11-2.14 

Paying as if liable 

2.15 A person may also be eligible for housing benefit if he 
or she makes payments of rent or rates as if liable to do so. 
Such a person may be either :- 

a. the partner of the person liable to make such 
payments; or 

b. some other person whom the authority considers it 
reasonable to treat as eligible for housing benefit. 

2.16 A person may only be regarded as making payments "as if 
liable" if that person has assumed the liability of some other 
person. An example would be where the legal tenant has left 
the dwelling or is temporarily absent, and someone else living 
in the dwelling takes on the responsibility of paying the rent 
and/or rates. This means that the authority does not need to 
wait for the formal transfer of legal liability, before 
treating the person as eligible for housing benefit. 

2.17-2.19 
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Occupying the hose 



2 9 20 A person may be regarded as occupying a dwelling as his 
or her home if he or she is resident, or ordinarily resident, 
m that accommodation. Accommodation occupied for a holiday or 
business purposes is not a home. 

Subject to paragraph 2.22 there is no minimum period for 
which a person must live in a dwelling before it can be 
regarded as a home: where there is no doubt that the person 

intends to live there, it may be regarded as that person’s home 
from the day he or she moves in. 

Fourteen day qualifying period 



Reg 10 



Reg 28(7) 



2.23 If the authority has similar doubts in a certificated 
case, they may query the position with the local office. If 
the certificate is confirmed, benefit should be paid without 
regard to any qualifying period. 

Absence from borne 

2.24 A claimant may still be regarded as occupying the home 
from which he or she is temporarily absent (for example, 
because of illness, imprisonment, a holiday, or a period 
working away from home) provided that:- 



2.22 Where, in a standard case, an authority is unsure whether 
a claimant (such as a hostel dweller) is occupying a dwelling 
as his or her home solely because of the short length of stay 
in that dwelling, the claimant should be treated as occupying 
the dwelling as his or her home once he or she has lived there 
for a continuous period of 14 days. Once this condition has 
been met, housing benefit should be backdated to the date on 
which the dwelling was first occupied (or the date of claim, if 
that is later). 



a. the claimant intends to return and live in that home: 
and 

b. the part of the dwelling normally occupied by the 
claimant is not let or sub— let during the relevant period. 

Where both these conditions are satisfied, authorities are 
expected to continue to treat the claimant as eligible for 
housing benefit for periods of absence of up to, but not 
exceeding, one year. 

2.25 In certificated cases, if the claimant goes abroad or is 
in prison (otherwise than on remand), or is in hospital for 
more than 8 weeks (see paragraph 2.88) and there is no partner 
living in the dwelling who may be treated as the eligible 
person, the certificate will be cancelled. The claimant is 
then eligible to claim standard housing benefit for the period 
of absence, provided the conditions outlined in paragraph 2.24 
are met. In other cases where the certificate is not 
cancelled, the local office will keep the case under review and 
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if it becomes appropriate, issue a cancellation notice (form 
A360) at a later date. 



Reg 4 



2.26 Authorities are expected not to pay housing benefit for 
any period of absence which it is known in advance will exceed 
one year. Nor should benefit be paid where it is known that the 
claimant will not be returning to the home, for example where 
the property is up for sale. This applies in both standard and 
certificated cases. The DHSS local office should be notified if 
housing benefit is refused or withdrawn on these grounds in a 
certificated case. 

2.27 Where at the start of an absence it is not known how long 
it will last (for example on admission to hospital) but the 
claimant reasonably expects to return home within twelve months, 
authorities are expected to continue paying benefit for up to a 
year. However, the position should be reviewed during this 
period, at least after six months have elapsed, and benefit 
withdrawn at an earlier stage if it becomes clear:- 

a. that the absence will in fact exceed one year; or 

b. that the claimant will not be returning home after 
all. 

The claimant should be kept informed of the position. Also, 
the DHSS local office should be notified if benefit is 
withdrawn in a certificated case. 

2.28 If housing benefit is cancelled because of the absence of 
the usual claimant and some other person living in the 
claimant's dwelling starts to pay the rent on rates as if 
liable, the authority should consider whether to treat that 
person as eligible for housing benefit (see paragraphs 2.15 to 
2.16). 

Dwelling acquired for future occupation 

2.29 Housing benefit cannot be paid in respect of a dwelling 
which the claimant has never occupied, even if he or she is 
liable to pay rent or rate in respect of that dwelling. If 
therefore a student, for example, takes on a flat at the 
beginning of the summer holidays but does not occupy it until 
the beginning of the autumn term, no housing benefit is payable 
in respect of that flat until he or she actually moves into 
occupation. (See also chapter 3 paragraph 3.7/ on retaining 

fees). 



Overlapping benefit for two homes 

2.30 Housing benefit cannot normally be paid in respect of 
more than one dwelling at any one time. There are only two 
exceptions to this rule:- 

a. where the claimant has left, and remains absent from, 
a previous home through fear of domestic violence, and the 
authority considers it reasonable that benefit should be 
paid in respect of both the previous and the new home; or 
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b. for a period not exceeding four weeks, where the 
authority considers that the liability to make payments in 
respect of two homes is unavoidable. 



Reg 4(2) 




Regs 
5(2)(a), 
6(3)(b)& 
7(3) (b) 



Reg 26(2) 




Reg 11 




2.31 In category a. above, benefit may be paid in respect of 
both homes for as long as the authority considers it 
reasonable. The four week limit in category b. cannot be 
extended even where the liability to pay in respect of more 
than one home exceeds that period. 

2.32—2.34 

Special Cases 



Boarders 

2.35 A person who makes payments a substantial proportion of 
which is in respect of board is treated as a non-dependant when 
assessing a claim for housing benefit from the person to whom 
these payments are made. However this does not prevent 
boarders from claiming housing benefit in their own right in 
respect of the rent and rates element of the charges they pay. 
Boarders are eligible for housing benefit in the normal way 
unless:- 



a. they are boarders on supplementary benefit in which 
case they will usually be excluded from eligibility (see 
paragraphs 2.46 to 2.49); or 

b * they reside with a landlord or landlady who is either 
a close relative or not providing board on a commercial 
basis (see paragraph 2.67 to 2.70). 

J oint Occupiers 

2.36 In general a person is eligible for housing benefit 
whether he or she is the sole occupier of the dwelling or a 
joint occupier. In cases where a dwelling is jointly occupied, 
each of the joint occupiers who satisfies the criteria for 
eligibility is eligible for housing benefit in respect of his 
or her share of the eligible rent and/or rates (see chapter 3, 
paragraph 3.45 and chapter 6, paragraph 6.26). The exceptions 
to this are: 

a. where a married or unmarried couple are joint 
occupiers, only one of the couple is eligible for housing 
benefit (for who determines this see paragraph 2.76 
(standard cases) or 2.80 to 2.81a (certificated cases)); 

b. where a joint occupier was formerly a non-dependant 
of one of the other joint occupiers he or she will usually 
continue to be treated as a non-dependant and be excluded 
from eligibility for housing benefit (see paragraph 2.55). 

2.37-2.39 
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INELIGIBLE PERSONS 



Regs 

5(2)(a) # 

6(3)(b), 

7(3)(b) 

& 3 



Reg 11(3) 



Reg 12 



Regs 

5(2)(b) & 
7<3)(c) 



Regs 6(2) 
7(2)(c) & 
2(1) (defn 
of long 
tenancy) 



Regs 6(2) 
7 (2)(b) & 
2(1) (defn 
of owner) 



2.4G Certain people are excluded from eligibility for housing 
benefit altogether or are eligible for rate rebates but cannot 
get assistance with rent. 

People who cannot get help with rent or rates 

2.41 The following people are excluded from eligibility for 
rate rebates, rent rebates and rent allowances 

a. boarders on supplementary benefit - but they may be 
eligible on a temporary basis in certain circumstances - 
see paragraphs 2.46 to 2.49; 



b. joint occupiers who were formerly non-dependants - 
unless the authority is satisfied that the joint tenancy 
(or other joint agreement) was not created in order to 
take advantage of the housing benefits scheme. See 
paragraphs 2.55 to 2.58; 

c. certain overseas students - unless they are 
certificated. Details of which overseas students are 
eligible or ineligible for standard housing benefit are 
provided in chapter 19, paragraphs 19.71 to 19.72. 

2.42 Non-householders on supplementary benefit are excluded 
from eligibility for rent allowances and rate rebates in 
respect of the accommodation at which they are non-householders 
(see paragraphs 2.50 to 2.51). 

People who cannot get help with rent 

2.43 Certain people are eligible for rate rebates (if they pay 
rates) but are excluded from eligibility for rent rebates or 
rent allowances. They are:- 

a. long leaseholders (other than shared owners - see 
paragraph 2.45). Long leaseholders are people who lease 
their property (whether from a housing authority or some 
other person or body) on leases which, when granted, were 
for more than 21 years. The position of a long lease- 
holder is akin to that of an owner-occupier. 

b. freeholders or other owner-occupiers (a precise 
definition of "owner" is contained in the regulations). 
Such people are not eligible for rent rebates in respect 
of any payments which exceptionally they make to a housing 
authority (for example service charges), or for rent 
allowances in respect of any other amounts paid in respect 
of their dwellings (for example, subscriptions to estate 
management associations or service charges). 
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Regs 

6(3)(a)& 

7(3)(a) 



Reg 7(2) 
(a) 



Reg 7(2) 
(d) 



Regs 6(2) 
& 7(2)(c) 



Regs 

5(2)(a) 

6(3)(b) 

& 7(3)(b) 



Reg 8 



m 



c * crofters on supplementary benefit 



d» orown tenants or licencees — where the landlord’s 
interest belongs to Her Majesty or to a Government 
Department (see Chapter 20). However, tenants or 
licencees of properties managed by the Crown Estate 
Commissioners or belonging to the Duchy of Cornwall or 
Lancaster and Crown irregular occupants (that is, former 
tenants or licencees whose tenacy or licence has been 
terminated) are eligible for a rent allowance (see Chapter 
20 paragraph 20.03). 

e. People who occupy a dwelling under a housing 
association co-ownership scheme and who will become 
entitled, on ceasing to be a member of the association, to 
a sum related to the value of their dwelling. If the 
claimant has to fulfil certain conditions (such as a 
minimum of five years membership) before qualifying for 
such a payment, and leaves before fulfilling those 
conditions, the exclusion still applies. 



2.44 



Shared owners 

2.45 Shared owners are people who are "buying" part of their 
dwelling under a long lease and renting the rest from a housing 
authority or housing association. Under a shared ownership 
scheme a person is only entitled to a proportion of the value 
of the dwelling upon leaving it. Shared ownership schemes are 
sometimes also known as equity sharing, or 50-50 schemes. The 
proportion of the equity held by the shared owner may vary from 
scheme to scheme. Although shared owners are long leaseholders 
they are eligible for a rent rebate or rent allowance (as 
appropriate) in respect of any eligible rent which they pay. 
(See Chapter 3 paragraph 3.74 for eligible rent for shared 
owners ) . 



Boarders on supplementary benefit 
Boarders granted supplementary benefit at normal home 

2.46 A person who is treated by DHSS as a boarder for 
supplementary benefit purposes is not normally eligible for 
housing benefit at the address at which he or she boards. The 
board and lodging charge is instead met as part of 
supplementary benefit. Authorities should check with the DHSS 
local office if there Is doubt whether a claimant for standard 
housing benefit is in this category. 

2.47 The only exception to the exclusion in paragraph 2.46 is 
that where the claimant was already in receipt of standard 
housing benefit at the same address, he or she may continue to 
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Regs 5(2) 

(b) &7(3) 

(c) 



remain eligible for standard housing benefit for the first four 
weeks of entitlement to supplementary benefit. At the end of 
that four weeks of overlapping supplementary benefit and 
standard housing benefit, standard housing benefit must be 
terminated. During the period of the overlap, any standard 
housing benefit awarded will be deducted from the supplementary 
benefit board and lodging allowance. The DHSS local office 
will notify the authority if a boarder on supplementary benefit 
declares receipt of standard housing benefit when making a 
claim for supplementary benefit. 

Temporary boarder in receipt of supplementary benefit 

2-48 Where a claimant is temporarily absent from home, and is 
in receipt of supplementary benefit as a boarder at the 
temporary address, certificated housing benefit may continue to 
be granted on the address from which he or she is temporarily 
absent, provided that the conditions outlined in paragraphs 
2.24 to 2.28 are met. 

2.49 Examples of circumstances in which a person in receipt of 
supplementary benefit might be temporarily assessed as a 
boarder at a place other than the normal home are where the 
claimant is temporarily admitted to a nursing home, or 
temporarily moves into a battered wives’ hostel. 

Non— householders on supplementary benefit 
Not treated as responsible for housing expenditure by DHSS 

2.50 A person who is receiving supplementary benefit which has 
been assessed at the non-householder rate on the basis that he 
or she is not responsible for housing expenditure at a 
particular address, is not eligible for a rate rebate or rent 
allowance at that address. This point need not be considered 
in certificated cases, because certificates are only issued in 
respect of people who are treated as responsible for housing 
expenditure for supplementary benefit purposes. However, if a 
person claims standard housing benefit in respect of an address 
at which he or she is receiving supplementary benefit at the 
non— householder rate, authorities are required to treat that 
person as ineligible for either a rate rebate or rent 
allowance. 

Rent or rates paid on another address 

2.51 The fact that a person is a non-householder on 
supplementary benefit only affects eligibility for housing 
benefit in respect of the address at which he or she is a 
non— householder . It does not preclude a person from receiving 
housing benefit in respect of rent or rates paid on another 
address from which he or she is temporarily absent. Provided 
the conditions outlined in paragraphs 2.24 to 2.28 are 
satisfied, non— householders on supplementary benefit are 
eligible for housing benefit on addresses other than those at 
which they are non-householders, in the usual way. 

Certificates will normally be issued in cases like this, unless 
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Reg 11(3) 




the non-householder is a student absent from his or her term-time 
address during a vacation. If a certificate is not appropriate, 
any claim will be for standard housing benefit. 

2.52-2.54 

J oint occupiers who were formerly non— dependants 

2.55 If a claimant :- 

a. has a joint tenancy or other joint agreement to pay 
rent and rates; and 

b. was within the 8 weeks prior to the creation of the 
joint tenancy /agreement a non-dependant of one or more of 
the joint occupiers; 

he or she is not eligible for housing benefits and will continue 
to be treated as a non-dependant, unless the authority is 
satisfied that the joint tenancy /agreement was not created in 
order to take advantage of the housing benefit scheme. 

Procedure 

2.56 Where : - 

a. a claim is received from a joint occupier who was 
previously treated as a non-dependant in the housing 
benefit assessment of the other joint occupier(s); or 

b. an existing claimant reports that he or she has 
entered into a joint tenancy /agreement with a person who 
was previously a non-dependant of his or hers; 

authorities should make further enquiries to establish why the 
joint tenancy /agreement was created. 

2.57 If a claim is received from a joint occupier and it 
appears that, had the claim been made within the 8 weeks before 
the joint tenancy /agreement was created, either 

a. the claimant would have been treated as a 
non-dependant of one of the other joint occupiers; or 

b. one of the other joint occupiers would have been 
treated as a non dependant; 

authorities will need to make further enquiries about the joint 
tenancy /agreement and the circumstances in which it was 
created. Authorities do not need to make enquiries in respect of 
every claim from a joint occupier but they should do so where it 
appears that the tenancy /agreement may have been entered into in 
order to take advantage of the scheme, for example where the 
joint tenancy /agreement was recently created or is between a 
parent and adult child. 
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2-58 If the enquiries at 2.56 or 2.57 above show that within the 
8 weeks prior to the creation of the joint tenancy/ agreement one 
of the joint occupiers was, or would have been regarded as, a 
non-dependant of one of the other joint occupiers, the authority 
must, unless it is satisfied that the joint tenancy/agreement was 
not created in order to take advantage of the housing benefit 
scheme 



a. disentitle the former non-dependant for housing 
benefit; 

and/ or 

b. award benefit to the other joint occupier on the same 
basis as it would have been awarded had the joint 
tenancy/ agreement not been created. 

Example 

A and B have a joint tenancy under which they each pay £10 a week 
rent and rates. A was formerly the sole tenant and B her 
non-dependant. The local authority is not satisfied that the 
joint tenancy was not created in order to take advantage of the 
housing benefits scheme. The authority therefore determines :- 

a. that B is ineligible for housing benefit; and 

b. that A is eligible for housing benefit in respect of 
the full rent and rates of £20 a week. In calculating A*s 
entitlement a non-dependant deduction is made in respect of 
B . 

2.59-2.64 
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DISENTITLEMENT 



2,65 In certain circumstances a person who satisfies, or appears 
to satisfy the conditions for eligibility for housing benefit is 
&eg lb not entitled to benefit. This is where 

a. the tenancy or other agreement appears to have been 
contrived to take advantage of the housing benefit scheme 
(see paragraph 2.66); or 

b. the claimant resides with the landlord and certain 
criteria are satisfied (see paragraphs 2.67 to 2.70). 

Contrived tenancies 

_ _ , . 2.66 A person is not entitled to a rent allowance or rate rebate 

Reg 26(1) where: - 

a. the authority considers that the tenancy or other 
agreement to pay rent or rates was created in order to take 
advantage of the housing benefits scheme; 

unless 

b. the person was prevously liable to pay rent or rates in 
respect of his or her present accommodation. 

This applies in both standard and certificated cases. 

Claimant resides with landlord 
Reg 26(2) 2.67 Where a person: — 

a. resides with the person to whom he or she pays rent or 
rates; 

and 



b. either that person is a close relative or the rent is 
paid other than on a commercial basis; 

he or she is not entitled to a rent allowance or rate rebate. 

This applies in both standard and certificated cases. 

"Resides with" 

2.68 Authorities should not normally regard someone as "residing 
with" another person if they have separate living quarters. For 
example, if the claimant rents a self-contained flat or 
accommodation with separate cooking facilities within the 
dwelling he or she should not normally be regarded as living with 
the other person even though they may share some other facilities 
such as a bathroom. 
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Close relative 



Reg 26(3) 2.69 Close relative" is defined in the regulations as "a 

parent, son, daughter, step-parent, step-son, step-daughter, 
father— in— law, mother— in— law, son— in— law, daughter— in— law, 
brother, sister, brother-in-law or sister-in-law”. 

Commercial basis 

2»70 In considering whether rent is paid on a commercial basis, 
authorities should not reject a claim merely because the rent 
charged is below market levels or because the landlord does not 
let the accommodation for purely financial reasons. For example, 
some charities or individuals may charge sufficient to meet the 
cost of providing the accommodation but will not necessarily be 
making a profit. 

2.71-2.74 
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DETERMINATION OE ELIGIBILITY 



Standard cases 





2.75 In standard cases, authorities shall determine who is 
eligible for housing benefit. 

Married or unmarried couples 


Reg 11(2) 


2.76 Where a claimant and his or her partner occupy a dwelling, 
an authority shall treat one only of the couple as being 
eligible. It is for the authority to decide which of the couple 
is to be treated as the eligible person. Any claim from the 
other partner shall be refused on the grounds that he or she is 
not eligible. 

2.77 - 2.79 


% 


Certificated cases 

Issue of certificate 


Reg 2(1) 
(defn of 
qualify- 
ing SB) 
Reg 9(1) 


2.80 Where a claimant is awarded qualifying supplementary 
benefit, the DHSS local office will issue to the local authority 
a certificate (form A359 or form A359(IP)) stating the date on 
which that benefit became payable. On receipt of that 
certificate, the authority shall normally treat the claimant as 
eligible for housing benefit in respect of the dwelling which 
that person occupies as his or her home. 

No eligibility in certificated cases 

2.81 The person named on the certificate shall not be treated as 
eligible for housing benefit in the following circumstances: - 


% 

Reg 9(6) 


a. where the person named on the certificate is not the 

person who is actually responsible for paying the rent or 
rates, but that person's partner or some other member of the 
assessment unit is responsible for making such payments, 
that other person shall be treated as eligible for housing 
benefit; 


Reg 9(7) 


b. where the person is an ineligible person (as set out in 

paragraphs 2.41 to 2.43) the certificate will not apply to 
the benefit for which he or she is ineligible. The 
following circumstances may arise: - 


HI 


i. a certificate may be issued in respect of a person 

who is not eligible for assistance with rent or rates. 
In this situation the authority shall determine that 
the person is not eligible for housing benefit at all 
and benefit will be refused. In practice the only 
ineligible persons for whom certificates may be issued 
will be joint occupiers who were formerly non- 
dependants. Certificates will not be issued in respect 
of boarders and non-householders on supplementary 
benefit except in the circumstances in which they are 
eligible for housing benefit. Certificates may be 

issued in respect of overseas students who are 
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ineligible for standard housing benefit but they are 
not excluded from eligibility as certificated cases; 

ii. a certificate may be issued in respect of a person 
who is eligible for assistance with rates but not 
eligible for assistance with rent (for example a long 
leaseholder). In this situation the authority shall 
treat the claimant as eligible for a rate rebate, but 
not for a rent rebate or allowance. 

Disent it lenient in certificated cases 

2-82 Authorities are required to determine that a person, for 
Reg 26 whom a certificate has been issued, is not entitled to a rate 

rebate or rent allowance if the circumstances set out in 
paragraph 2.66 to 2.67 apply (contrived tenancies and cases where 
the claimant lives with the landlord). 

Householder status 

2.83 A person in respect of whom a certificate has been issued 
will generally have been treated as a householder or joint 
householder for supplementary benefit purposes. A claimant does 
not have to be the legal tenant, joint tenant, or sub-tenant to 
be treated as a householder or joint householder. The issue of a 
certificate does not therefore imply that a formal tenancy or 
sub-tenancy exists: it simply recognises that the claimant has to 
pay rent and/or rate for the accommodation in which he or she 
lives. 

2.84 Where a certificate is issued in respect of a claimant who 
is living in the home of a local authority tenant, but neither 
the claimant nor the claimant’s partner (if any) pays rent to the 
authority, that person would be entitled to a rent allowance in 
respect of the rent which he or she pays to the tenant, and a 
rate rebate. 

Joint householders 

2.85 Where a claimant has been assessed as a joint householder 

»eg 9(2) for supplementary benefit purposes, the certificate wil show the 

proportion of housing costs for which he or she is to be regarded 
as responsible. The authority must apportion eligible housing 
costs accordingly. Again, it is not necessary for a formal joint 
tenancy to exist. If therefore a claimant living with a council 
tenant is assessed as a joint householder, but the claimant is 
not in fact a joint tenant, that claimant will be entitled to 
housing benefit in respect of the share of rent and rates which 
he pays to the tenant. The proportion of rent and rates for 
which he or she is to be regarded as responsible will be 
indicated on the certificate (see Chapter 3 , paragraph 3.45 and 
Chapter 6 paragraph 6.26). 

Querying a certificate 

2-86 If an authority considers that a certificate has been 
issued in error (for example, because the authority believes that 
the claimant is a non-dependent member of another person’s house— 
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hold) the authority should contact the liaison officer at the 
DHSS local office giving its reasons for querying the 
certificate (see Chapter 22, paragraph 22.30). If however the 
local office confirms that the certificate has been properly 
issued, the authority should treat the person as eligible (unless 
paragraph 2.81 or 2.82 applies) and take action accordingly. 

Claimant not occupying the dwelling 

2.87 Where a certificate has been issued in respect of a person 
who is no longer "occupying" his or her normal home (for example, 
because they have been or will be absent for more than one year) 
no housing benefit is payable in respect of that dwelling. The 
local office should be informed of the position. 

Hospital in-patients 

2.88 In certain cases (mainly single people) supplementary 
benefit ceases on admission to hospital. The great majority of 
hospital stays are short-term, and therefore to avoid the need to 
cancel and re-instate certificated benefit within a short period, 

Heg 9(4) the certificate remains valid in these circumstances for up to 

eight weeks. If however a certificate had previously stated that 
help with water charges would be reimbursed see Chapter 5, 
paragraph 5.52. 

2.89 If the patient remains in hospital for more than eight 
weeks, and the certificate is cancelled, the claimant will be 
invited to claim standard housing benefit - but see also 
paragraph 2.27 for absences exceeding 1 year. 



2 . 90 - 2 . 99 . 
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CHAPTER 3: ELIGIBLE RENT 



3.01 This chapter gives guidance on the assessment of eligible 
rent for housing benefit purposes. 



GENERAL 

3.02 Eligible rent is the amount of rent a person pays which may 

Reg 18 be met by a rent rebate or rent allowance. This is the rent 

payable in respect of the claimant's dwelling, less any amounts 
which are to be deducted as ineligible (see paragraphs 3.10 to 
3.11). In certain circumstances the eligible rent may be 
restricted (see paragraphs 3.50 to 3.65). 

3.03 In this manual, "rent" means rent before deducting 
ineligible sums. "Eligible rent" means the rent after deducting 
ineligible sums. 

Subsidy 

3.04 In certain circumstances, rent which is eligible for 
housing benefit is not eligible for subsidy. For details, see 
chapter 26, paragraphs 26.14 to 26.15. 
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PAYMENTS PHICH ARE RENT 



fceg 2(1) 
(defn. of 
rent) 



3.05 Mortgage payments, rates and water charges are not rent for 
housing benefit purposes (but see chapters 6 and 5 for further 
guidance on rates and water charges respectively). Most other 
payments which a claimant makes for his or her accommodation are 
rent. In particular, rent includes the following: - 



a. payments in respect of a licence or permission 
to occupy a dwelling; 

b. certain service charges (see paragraphs 3.15 to 
3.22); 



c. mesne profits (in Scotland, violent profits) 

(see paragraph 3.72); 

d. payments in respect of or in consequence of use and 
occupation of a dwelling (see paragraph 3.73); 

e. mooring charges for a houseboat (including 
berthing fees for a boat which is used as residential 
accommodation, and which the claimant occupies as his 
or her home); 

f. site rent for a caravan or mobile home (but not a 
tent - see paragraph 3.75); 

g. almshouse contributions; 

h. payments under a rental purchase agreement (see 
paragraph 3.76). 

3.06 - 3.09 
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CALCULATING ELIGIBLE RENT 



* 



Reg 18(2) 
(a)-(c) 

* 


Amounts to be deducted as ineligible 
Deductions for items which are ineligible 

3.10 Not all payments which are rent are eligible rent for 
housing benefit purposes* An authority must deduct from the rent 
charges for the following ineligible items:- 

a. rates (see chapter 6); 

b* water, sewerage or allied environmental services, 

including cesspit emptying charges (see chapter 5); 

c. the provision of board (including kitchen and 
staff costs); 

d. amenity charges: that is, charges for heating, hot 

water, cooking or lighting (see Chapter 4); and 

e. certain services (see paragraphs 3.15 to 3.22). 

Other deductions 

3.11 The following sums must also be deducted as ineligible :- 


Reg 18 
(2)(d) 


a. part of the rent from a sub-tenant (see Chapter 9, 

paragraphs 9.64 to 9.67); 


Reg 18 
(2)(e) 


b. a specified amount for grant-aided students during 

term-time weeks (see Chapter 19 paragraph 19.30); 


Reg 18(7) 


c. where a fair rent has been registered, any rent 

paid in excess of the registered rent (but see paragraph 
3.70); 


* 

Reg 18(8) 


d. where there are two or more joint occupiers who 

are not a married or unmarried couple, the proportion of 
rent appropriate to the other joint occupier(s) (see 
paragraph 3.45). 


Reg 18(6) 


e. where a single payment of supplementary benefit has 
been made for rent in advance, the amount of that single 
payment (see paragraph 3.46). 

3.12 - 3.14 


Reg 2(1) 
(defn. of 
rent - 
item (b)) 

m 


Eligible service charges 

3.15 Most service charges which the claimant has no option but 
to pay are eligible rent for housing benefit purposes. This 
includes charges for services which were only installed or pro- 
vided after consultation with the claimant if, once the service 
has been introduced, payment is compulsory. Some services are 
not however eligible for help - see paragraphs 3.20 to 3.22. An 
authority may also restrict an eligible service charge if it Is 
considered unreasonably high - see paragraph 3.17. 
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3.16 Charges for the following services are eligible, although 
the list is not exhaustive: - 



Reg 18(3) 



Sell 3 para 
7 - items 
b to i not 
deductible 

Reg 18(2) 
(b) (heat- 
ing & 
lighting 
of com- 
munal 
areas) 



Sch 3 
para 9 



Reg 18(2) 

(b) 



Sch 3 
para 7(a) 



Sch 3 
para 7(b) 

Sch 3 
para 7(c) 

Reg 2(1) 
(defn of 
rent) 

Sch 3 
para 7(d) 



a. 


furniture; 




b.. 


wardens and caretakers; 




c. 


removal of refuse; 




d. 


gardens and play areas; 




e. communal rooms and access (including heating, 

lighting and cleaning of such areas); 


f . 


lifts; 




g. radio or television relay (but excluding 

licence fees); 


rental or 


h. 


communal laundry and drying facilities; 




i. 


portering and communal telephone charges 


(including 



entryphones) . 

Charge for service considered excessive 

3.17 Where an authority decides that a charge for a particular 
service is an eligible charge, but that the payment is excessive 
in relation to the service provided, it may deduct from the 
charge such amount as it considers appropriate to arrive at the 
eligible service charge. 

3.18 - 3.19 



Ineligible service charges 

3.20 Charges for the following services are not eligible for 
housing benefit:- 

a. amenity charges: that is; charges for heating, hot 

water, cooking and lighting (but see Chapter 4 for special 
arrangements in certificated cases); 

b. cleaning of windows (other than windows of communal 
areas); 



c. sports facilities (other than children's play 
areas); 

d. laundering (other than the provision of laundry 
facilities); 

e. optional services which the claimant may choose not to 
have; 



f . any other service which the authority considers is 
not reasonably necessary for the proper enjoyment of the 

dwelling by the eligible person. 
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para 8 



Reg 2(5) 
(a) 



Reg 2(5) 
0 >) 

Reg 2(5) 

(c) 

Reg 2(5) 

(d) 



3.21 When considering whether a service is "reasonably 
necessary...", a distinction should be drawn between services 
relating to the provision of adequate accommodation and 
facilities and purely personal services such as medical, nursing 
or social work care. In general the former may be eligible, 
while the latter would not be. Compulsory charges for insurance 
of the structure of the building are eligible, but charges for 
insurance of personal possessions and other contents are not. 

Amount to be deducted for ineligible services 

3.22 The amount to be deducted in respect of any ineligible 
service is the actual amount payable for the service or, if it is 
not readily identifiable, such amount as the authority considers 
is fairly attributable to the provision of that service. 

3.23 - 3.24 

Garages and land 

3.25 Any structure or space (such as a garage, parking space or 
garden) which is used for the purposes of the dwelling shall be 
treated as being part of the dwelling if either of the following 
conditions is fulfilled :- 

a. it was from the outset rented with the dwelling, and 
the dwelling could not have been rented without it (this 
condition is slightly different for owner-occupiers - see 
Chapter 6 paragraph 6.10); 

or 



b. the claimant has made or Is making all reasonable 
efforts to terminate the liability in respect of it. 

A garage which is detached from the property (eg. in a separate 
block) is to be treated as part of the dwelling if either of 
these conditions is fulfilled. 

3.26 The following land is also to be regarded as part of the 
dwelling 

a. gardens and children’s play areas; 

b. where the dwelling is a caravan or mobile home (but 
not a tent - see paragraph 3.75) such part of the land on 
which it stands as is used for the purpose of the dwelling; 

c. where the dwelling is a houseboat, the land used for 
the purposes of mooring it (see also paragraph 3.05 e) 

d. in Scotland, croft land. 

3.27 Except where paragraph 3.26d above applies, land attached 
to a dwelling which is used for agricultural or commercial 
purposes would not form part of the dwelling. 

3.28 - 3.29 
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Business premises 



S 28(4) 
(defn of 
dwelling) 



Beg 11 
Reg 18(8) 
*eg 9(2) 



3.30 Rent payable for business or commercial premises is not 
eligible for bousing benefit. This is because eligible rent is 
confined to rent payable for the "dwelling"; that is, the 
residential accommodation. Where therefore a claimant pays a 
rent covering both business and residential accommodation (for 
example, a shop plus flat) an apportionment of the rent must be 
made. 

3-31 If the lease or other agreement does not specify how much 
of the rent is for the residential accommodation, the authority 
will need to make an apportionment on whatever basis appears to 
be reasonable in the circumstances. 

Former business premises 

3-32 Where a business has ceased to operate, and the 
relevant premises are no longer used for business purposes, the 
rent payable for those premises could in certain circumstances be 
eligible for housing benefit. Eligibility would depend on the 
actual use to which such premises were now put. If the premises 
were left empty or largely unused, they would still be business 
premises. If however the premises were converted for use as 
part of the claimants home, the rent payable in respect of those 
premises should be assessed for housing benefit purposes in the 
normal way. In particular, the authority should consider whether 
the provisions relating to unsuitable accommodation apply (see 
paragraphs 3.50 to 3.65). 

3.33 - 3.44 



Joint Occupiers 

3.45 Where a married or unmarried couple are joint occupiers, 

only one is eligible for housing benefit. Where the joint 
occupiers are not a couple, the rent for each joint occupier is 
the proportion of rent for the dwelling for which that person is 
responsible. In certificated cases, the relevant amount will be 
stated on the certificate. In standard cases, it is for the 
authority to decide what the apportionment should be: this will 

normally be based on an equal division of the rent, but if an 
authority is satisfied that this would not adequately reflect the 
actual division of rent (for example because one of the joint 
occupiers occupies an unequal share of the accommodation) it may 
adjust the amount accordingly. Any deductions from rent in 
respect of ineligible sums should be apportioned on the same 
basis except for the student "rent deduction" which must be made 
in full in each case during the relevant weeks (see Chapter 19 
paragraph 19.34). 

Recovery of supplementary benefit single payments for rent in 

advance 

3.46 In certain circumstances, a person in receipt of 
supplementary benefit may be granted a supplementary benefit 
single payment for up to 4 weeks rent in advance, when he or she 
moves into new private sector accommodation. Where this happens 
the DHSS local office will note the amount of the single payment 
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on the certificate 

through the housine tit r ! a “ thorit y^« recover this sum 
the eligible rent for .-n 11 scheme ‘ ihls is achieved by reducing 
single payment. This »n 1 aCC0 “°f i tlon ^ f e a “ 0llnt ° f the 

certificated cases JthL , 3PPly “ St “ da 5 d as BeU as 
continues even if th/nL recove ty of the sin 8le payment 
standard case 1 ! » ?? rson «>ves from being a certificated to a 
recove-v has W “ vrma ^ 1 y n0 rent allowance will be payable until 
over whLh rv, co »Pleted but authorities may extend the period 

ZL other^e^St! iS mde if they COnSlder that 



3.47 - 3.49 
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RESTRICTION FOR UNSUITABLE ACCOMMODATION 



Reg 19 



Reg 19(1) 



Reg 19(2) 



Reg 19(3) 



Reg 19(2) 
(a) 



Reg 19(4) 



3.50 Where an authority considers that a claimant is occupying 
unsuitable accommodation, it may in certain circumstances 
restrict the eligible rent for the purposes of calculating 
entitlement. 

3.51 Accommodation may be considered unsuitable if:- 

a. the dwelling is larger than is reasonably required by 
the claimant, and others who occupy the dwelling (including 
any non-dependants or ’sub-tenants'); or 

b. the rent is unreasonably high compared with that for 
suitable alternative accommodation in the authority's area. 

In rent rebate cases, the rent cannot be considered unreasonably 
high under b. unless the reason for doing so is the location of 
the dwelling. 

3.52 If either of the circumstances in paragraph 3.51 apply, 
the authority must then consider whether it is reasonable to 
expect the claimant to seek alternative cheaper accommodation. 
Two separate issues must be considered 

a. the availability of suitable alternative accommodation 
(see paragraphs 3.55 to 3.57); and 

b. the personal circumstances of the claimant and anyone 
living with the claimant (see paragraph 3.60 to 3.61). 

3.53 If the authority considers that it is reasonable to expect 
the claimant to seek alternative cheaper accommodation, it may 
restrict the eligible rent to such amount as it considers 
appropriate. However, in certain circumstances the restriction 
must be delayed for 6 months (see paragraph 3.65). 

3.54 



Availability of Suitable Alternative Accommodation 

3.55 It is not necessary for an authority to be able to identify 
specific alternative accommodation as being available to the 
claimant. It must however have regard to the availability of 
such accommodation, given the state of the local rented housing 
sector and the likelihood of the claimant being able to obtain 
such accommodation. Authorities are expected not to regard 
accommodation as available if in practice there is little or no 
possibility of the claimant being able to obtain it, for example 
because it could only be obtained on payment of a large deposit. 

3.56 If a claimant has security of tenure, other accommodation 
should not be regarded as a suitable alternative if it does not 
provide reasonably equivalent security of tenure. It would not 
therefore be appropriate to regard accommodation with no security 
of tenure as being a suitable alternative to accommodation with 
security of tenure. The accommodation should also only be 
regarded as suitable if it is of an adequate size and in a 

reasonable condition. 
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3*57 Where there is, to an authority’s knowledge, suitable 
alternative accommodation available, it should apply the 
restriction (subject to paragraphs 3.60 to 3.61). If the 
claimant then alleges that such accommodation is not in fact 
either suitable for or available to him or her, the onus is on 
him or her to establish the non-suitability or non-availability 
of the other accommodation. 

3.58 - 3.59 



Personal Circumstances of Claimant 

Seg 19(2) 3.60 An authority must also consider the personal circumstances 

0>) the claimant and of anyone else living in the dwelling. In 

particular, an authority must take account of their :- 

a. age; 

b. state of health; 

c. length of residence in the dwelling; 

d. prospects of retaining or obtaining employment; and 

e. the effect on the education of any dependent children, 
if a change in accommodation were to result in a change of 
school. 

3.61 It would not normally be reasonable to expect someone to 
move if, for example :- 

a. they have occupied the dwelling for a long time (such 
as in the case of an elderly person whose family have grown 
up and left home); 

b. the age or health of the claimant or the claimant's 
family would make the upheaval of a move an unreasonable 
burden; 

c. the claimant (or a member of the claimant’s family) 
is elderly or disabled and has special needs which require 
more expensive or larger accommodation than would otherwise 
be the case; 

d. the claimant's employment (or prospect of work), or the 
schooling of any dependent children, would be adversely 
affected by a move. 

3.62 - 3.64 

Delay in restricting eligible rent 

3.65 If an authority is satisfied that it is reasonable in all 
the circumstances to restrict the eligible rent, it must then 
consider whether the claimant or a member of the claimant’s 
household was able to meet the financial commitments for the 
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Reg 18(3) 



dwelling when they were first entered into. If they could, no 
restriction should be made for the first six months of the first 
benefit period. If they could not, the restriction should be 
applied from the outset. 

3.66 - 3.69 
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SPECIAL CASES 



Registered Rent 



3-70 If a rent is registered for a dwelling, the eligible rent 
Reg 18(7) cannot exceed the registered rent. If however a rent had been 

registered for a particular kind of tenancy but the dwelling is 
subsequently re-let on a different basis (for example, an 
unfurnished dwelling is re-let as a furnished dwelling) the 
registered rent for the original tenancy will no longer be 
relevant and should be ignored. 

3.71 



Mesne Profits 






Reg 2(1) 
(defn of 
rent - 



item (c)) 



Reg 2(1) 
(defn of 
rent - 
item (d) ) 



3.72 Mesne profits (in Scotland, violent profits) are payments 
made by a former tenant who occupies premises unlawfully, for 
example, after his or her notice to quit has expired and who is 
therefore a trespasser. Mesne profits (also known as damages for 
trespass) are formally awarded by a court, but where a former 
tenant makes payments in advance of a court order, such payments 
should be regarded as mesne profits, and therefore rent for 
housing benefit purposes. 

Payments in respect of or in consequence of use and occupation 

3.73 These payments are similar to mesne profits. They are, 
however, made by former licencees, not former tenants. 



Shared Ownership Schemes 



3.74 Where a claimant occupies a dwelling under a shared 
ownership scheme (also sometimes known as an equity sharing , or 
50-50 scheme), any rent or service charges paid in respect of the 
dwelling should be assessed in the normal way. In particular, 
service charges should not be apportioned according to the 
percentage of the dwelling which has been bought under a long 
lease, and the percentage which is rented. (Co-owners are not 
eligible for a rent allowance - see chapter 2, paragraph 2.43 e). 

Tents 



Reg 2(1) 

(defn of 
rent - 
item (f )) 

SB Reqts 
Reg 18(l)(ff) 



3.75 Site rents for tents are not eligible rent for housing 
benefit purposes. This is because the definition of rent is 
restricted to site rents payable for a caravan or mobile home. 
Site rents for tents may be met through the supplementary benefit 
scheme. 



Rental purchase 






Reg 2(1) 
(defn of 
rent - 
item (h)) 



3.76 A rental purchase agreement is one under which a dwelling 
is acquired through payments for a fixed period of sums which 
include a capital element attributable to the landlord’s interest 
in the dwelling. The dwelling does not become the tenant’s 
property until the final payment has been made. Payments under a 

rental purchase scheme are rent for housing benefit purposes. 
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Reg 2(1) 
(defn of 
rent) 



Reg 2(1) 
(defn of 
rent) 



Retaining Fees 

3.77 Retaining fees are not rent because they do not confer a 
right or permission to occupy a dwelling during the period for 
which they are made: they merely provide for a right to occupy 
re-occupy a dwelling at a future date. 

Hire purchase payments 

3.78 Hire purchase payments for a dwelling (such as a mobile 
home) or furniture do not constitute rent, since such payments 
are not made in respect of a licence or permission to occupy a 
dwelling. 

3.79 - 3.89 
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WEEKLY ELIGIBLE RENT 



Reg 14 



3.90 A rent rebate or allowance is calculated on a weekly 
basis, and therefore any rent which is not payable weekly, or for 
each week in the year, must be converted to a weekly sum to 
produce the "weekly eligible rent". This also applies where an 
authority (or other landlord) operates a rent-free week system. 
Weekly eligible rent is calculated by dividing the aggregate 
amount of rent payable in the year by 52 or 53, as appropriate. 



3.91 - 3.99 
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CHAPTER 4: AMENITY CHARGES 



Reg 18(2) (b) 
& Sch 3 
paras 2-6 



Reg 2(1) 
(defn of 
fuel) 



Sch 3 
para 2 



4-01 This chapter gives guidance on the deductions to be made 
from rent in respect of amenity charges. 



GENERAL 

Definition 

4.02 "Amenity charges" are charges for heating, hot water, 
cooking or lighting. Deductions are made from rent in respect of 
amenity charges for the claimant * s own dwelling. Amenity charges 
payable for communal areas (such as areas of access to the 
dwelling, or communal rooms in sheltered housing) form part of 
the eligible rent, and therefore no deduction is to be made in 
respect of such charges . 



Supply costs 

4.03 If a charge connected with the supply of fuel (such as for 
boiler maintenance or the provision of heating appliances) is 
included in the charge for the fuel itself, it should be treated 
as part of the amenity charge. For example, if a landlord 
charged £6.50 for heating, of which £6 was for fuel and 50p was 
for supply costs the heating charge for housing benefit purposes 
would be £6.50. If however the charge covered fuel costs only, 
an authority would not be expected to identify, and deduct an 
amount for, any supply costs. 

4-04 - 4.09 



STANDARD CASES 
General 

4.10 In standard cases, amenity charges are not eligible for 
help. Where the charge is specified or otherwise readily 
identifiable, the actual charge must be deducted from the rent. 
Where the exact charge is not known, the authority should deduct 
such amount as it considers is fairly attributable to the fuel 
charge. 

Housing benefit supplement cases 

4.11 Special arrangements apply to the assessment of net housing 
costs in housing benefit supplement cases where there is an 
amenity charge (see Chapter 12 paragraph 12.26). 

4.12 - 4.19 
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(Arndt 2) CERTIFICATED CASES 

General 



Sell 3 
paras 3-5 


4.20 The weekly amount to be deducted from rent in certificated 
cases will vary according to the actual charge (subject to the 
limits set out in paragraph 4.25) and whether or not full or 
partial heating is provided. When considering whether heating is 
full or partial, an authority must consider whether the heating 
is adequate to maintain reasonable standards of comfort for the 
dwelling (see paragraph 4.41) and must ignore any extra heating 
requirements which arise from the personal circumstances of 
anyone living in the dwelling. If a claimant needs extra 
heating, for example because of age or infirmity, he or she may 
apply to the DHSS local office for a heating addition under the 
supplementary benefit scheme (see paragraph 4.55 and the Annex to 
this chapter). 

Optional charges 


Seg 2(1) 
(defn of 
rent - 
item(b) ) 


4.21 Where a claimant can choose to pay a fixed charge for fuel, 
the whole amount payable must be deducted from the rent. This is 
because an optional charge is outside the definition of rent for 
housing benefit purposes. 

Variable charges 


Sch 3 
para 6 


4.22 Where the claimant pays a charge which varies (or is 
subsequently adjusted) according to actual consumption, the whole 
amount payable must be deducted from the rent. 

4.23 - 4.24 

Fixed or unspecified charges for full heating etc 


Sell 3 

paras 3 & 4 


4.25 Where the claimant is required to pay a fixed charge for 
one or more full amenity, the weekly deduction to be made is the 
actual charge subject, in each case, to the following limits 
(applicable from 28 July 1986):- 

heating £6.70 

hot water £0.80 

cooking £0.80 

lighting £0.50 

Example 

If the claimant pays £6.00 for heating, £1.00 for hot water and 
5 Op for cooking, the deductions are £6.00, 80p and 50p 
respectively. 



Printed image digitised by the University of Southampton Library Digitisation Unit 



(Arndt 2) 



Sch. 3 
para 5 



Sch 3 
para 5 



4.26 If the total charge cannot be broken down into its 
individual components, combined maxima should be applied. 

Example 

n — mm A—— 

If a claimant pays £8 for heating and hot water but the division 
between the two is not known, the deduction is £6.70 + £0.80 = 
£7.50. 

4.27 If the actual charge is not known but full heating is 
provided, the appropriate maximum deductions should be made. 

4.28 - 4.29 

Fixed or unspecified charge for partial hot water, cooking or 

lighting 

4.30 Where the fixed (or unspecified) charge for hot water, 
cooking or lighting does not provide for all the individual’s 
necessary fuel costs for any of these items, the full deduction 
specified in para 4.25 must still be made. There is no provision 
for making a lesser deduction where a charge covers part only of 
a person’s expenditure on hot water, cooking or lighting. 

4.31 - 4.34 

Fixed or unspecified charge for partial heating 

4.35 Where a charge is made for partial heating, a reduced 
deduction should normally be made. The relevant test is whether 
the heating provided is generally adequate for the dwelling, 
rather than for the individual(s) living in that dwelling. 

4.36 The deduction to be made in respect of partial heating is 

the actual charge or the relevant percentage of £6.70, whichever 
is the lesser. In the case of an unspecified charge for partial 
heating, the deduction will be the relevant percentage of £6.70. 
The "relevant percentage" is the percentage of heating for the 
dwelling which is met by the charge: for example, if the charge 

covers 60% of the heating needed for the dwelling, the deduction 
would be 60% of £ 6.70 (ie £4.02) or the actual charge, whichever 
is less. 

4.37 - 4.39 

Fixing the deduction for estate heating systems 

4.40 When considering whether an estate heating system is full 
or partial, an authority should consider whether it provides 
heating to an acceptable standard for the relevant categories of 
dwelling, and not whether it meets the varying needs of 
individual claimants. It should only rarely be necessary to 
consider an individual dwelling on the estate (for example 
because it is unusually difficult to heat) but in these 
circumstances it may be appropriate to adjust the deduction 
otherwise applicable for that dwelling. 
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Standards for full heating 

4®41 A full heating system is one which is capable of achieving 
normal standards of comfort. For example, a commonly applied set 
of standards might be that the heating system should be capable of 
achieving the following temperatures in various parts of the 
accommodation when the outside temperature is minus 1 C:- 

Llving areas - 21 C (70 F) 

Circulation - 18 C (65 F) 

Bedrooms - 15 c {60 F) 

If the heating system is capable of achieving comfort standards 
of this type, the majority of tenants on the estate will only 
exceptionally need to supplement the heating system with their 
own heating, and these systems should be considered to provide 
full heating. The fact that a heating system is shut down for a 
period during the night will not normally mean that tenants need 
to use any significant amount of supplementary heating of their 
own, and will not normally be sufficient to justify considering 
the heating system partial. The absence of heating appliances in 
the bedrooms does not necessarily mean that the heating system is 
incapable of achieving reasonable temperature standards In the 
bedrooms - this will depend on the design of the properties, and 
particularly whether there is sufficient drift heat into the 
bedrooms and adequate standards of insulation to maintain 
reasonable temperatures. Nor would a brief shut down of the 
heating system during the summer (eg less than 12 weeks) 
necessarily mean that any significant supplementary heating was 
required . 

Full heating not provided 

4.42 Where a heating system is not designed to meet the sort of 
standards outlined in paragraph 4.41, or is for whatever reason 
not capable of meeting such standards, authorities should 
consider what percentage level of normal heating needs is 
provided by the heating system. The amount to be deducted will 
be the actual charge or the appropriate percentage of the maximum 
deduction for heating whichever is the lesser. 

4.43 Local authorities may find the following considerations 
useful in determining the percentage by which the maximum 
deduction should be reduced where full heating is not provided 

a. where the heating system is shut down completely for a 
substantial period (eg. 20 weeks) during the summer, it is 
estimated that a reduction of the order of 10% would be 
appropriate; 

b. where the system is not capable of maintaining an 
adequate temperature in the bedrooms a reduction of 10% to 
20% might be appropriate; 

c. where the heating system is desi,' red to provide lower 
temperature standards than outlined above (eg. designed to 
minimum Parker Morris standards or earlier lower standards) 
a reduction in the range 20% to 40% would probably be 
appropriate; 
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d. where the heating system is unable to maintain adequate 
temperature levels, eg. because of design or structural 
problems, the local authority need to judge the extent to 
which the heating system falls short of the required 
standards . 

Example 1 

Rent payable £25 per week including heating charge of 
£9.00 per week. 

The heating system is closed down during the summer but 
adequate temperatures are maintained throughout the 
property during the remainder of the year. 

The deduction is reduced by 10% as in a. above. 

The deduction will be 90% of £6.70 = £6.03. 

The eligible rent equals £18.97; the claimant pays 
£6.03. 



Example 2 

Rent payable £25 per week including heating charge of 
£4.50 a week. 

Partial heating only is provided, which supplies 80% 
of the normal heating requirements for the dwelling. 

80% of the maximum deduction is £5.36 but the actual 
charge is £4.50, so the deduction to be made is the 
lower of the two (ie. £4.50). 

The eligible rent is therefore £20.50, and the 
claimant pays £4.50. 

4.44 The reductions in paragraph 4.43 a to d are cumulative. 
Where, for example, a heating system is shut down for 20 weeks in 
the summer and is not capable of maintaining adequate 
temperatures in the bedrooms, the overall reduction will be 
20-30% (the combined total of the reductions in paragraph 4.43 

a . and b . ) . 

4.45 - 4.49 



Overlapping benefit for two homes 

4.50 Where (in certificated cases only) a claimant is granted 
housing benefit in respect of two homes for an overlapping 
period, no deduction is to be made for amenity charges payable in 
respect of the dwelling not occupied by the claimant. If 
therefore a claimant has moved to a new home, but still has to 
pay rent on a former home for an overlapping period, no deduction 
is to be made from eligible rent in respect of amenity charges 
payable for the former home. 

4.51 - 4.54 
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Liaison with DHSS 



4.55 Individual supplementary benefit (or housing benefit 
supplement) claimants may be entitled to extra weekly heating 
additions if their heating needs are greater than those met by 
the heating system (see Annex to this Chapter). Where the local 
authority consider that a heating system for an estate is partial 
(ie that they would expect most or all of the tenants on the 
estate to need supplementary heating) adjudication officers in 
DHSS will take account of this when deciding if heating additions 
are appropriate. It will therefore normally be desirable for the 
local authority and DHSS local office to liaise in order to 
ensure a reasonable measure of consistency in their respective 
applications of the housing benefit and supplementary benefit 
schemes. Local authorities are therefore requested to keep local 
offices of the DHSS informed of their considerations in respect 
of heating systems of their estates, and to enter into 
discussions with the DHSS as appropriate. 

4.56 - 4.99 
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CHAPTER 4 ANNEX 



SUPPLEMENTARY BENEFIT HEATING ADDITIONS 

1* A supplementary benefit claimant who pays a fixed or 
unspecified charge for heating which covers all the necessary 
heating of the home is not entitled to any heating additions. 
However, where the charge does not cover all the necessary 
heating of the claimant’s home (either because the heating system 
only provides partial heating or because the claimant or a member 
of his or her family has particular needs that are not met by the 
heating system) a range of heating additions may be payable. 

These are based on the following criteria 

a. Central heating*- payable where the home is centrally heated 

ie where a single heating system controlled 
from a central point provides the normal 
means of heating the living and dining 
areas - £2.20 per week for homes up to four 
rooms (excluding bathroom lavatory and hall 
and any areas not used for normal living 
activities, such as a coal cellar or loft); 
£4.40 per week for larger homes. 

b. Health - payable where a member of the assessment 

unit suffers from chronic ill health, 
physical illness or disability, or because 
of restricted mobility. Normally payable at 
£2.20 per week, but payable at £5.55 per 
week for serious physical illness, or for 
those confined to home or requiring constant 
temperature. 

c. Accommodation - payable where the home is difficult to heat. 

Normally £2.20 per week, but £5.55 per week 
where the home is exceptionally difficult to 
heat . 

d. Age - payable where a member of the assessment 

unit is over 65 or under 5 - £2.20 per week. 
£5.55 payable where a member of the 
assessment unit is over 85. 

e. Disability - payable where a member of the assessment 

unit receives mobility allowance, attendance 
allowance, or similar benefits - £5.55 per 
week . 

2. If the claimant pays a variable charge (including one that) 
is retrospectively rebated and/or surcharged according to actual 
consumption levels), or no charge, the full range of heating 
additions at a to e above may be payable. On particular estates, 
claimants may also be entitled to estate rate heating additions 
(see AMA Housing circular 28/82 or ADC circular 1982/134). 

3. Where a claimant satisfies the conditions for more than one 
heating addition, normally the higher one only is paid. 

* Central heating additions were abolished for new claimants from 
5 August 1985 and are now payable only to claimants who have 

had a continuous entitlement to the addition since before 
5 August 1985. 
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CHAPTER 5: HATER CHARGES 








5.01 This chapter gives guidance on the identification and 
treatment of water charges. 

GENERAL 

Water charges ineligible for housing benefit 


Reg 18(2) 
(a)(ii)» 
Reg 2(1) 
(def n of 
rates) 


5.02 Water charges (as defined in paragraph 5.05) are not 
eligible for housing benefit, and are therefore excluded from 
eligible rent (rates, in Scotland) in all cases. There are 
however special arrangements for giving help with water charges 
in certain certificated cases - see paragraphs 5.20 to 5.23. 

5.03 - 5.04 


s 

i 


Definition of water charges 

5.05 "Water charges" means : - 

a. in England and Wales: water, sewerage and 

environmental charges; 

b. in Scotland, water charges only. 

In Scotland, sewerage and environmental charges form part of the 
general rates, and are therefore eligible for help. 

5.06 - 5.09 

Identification of water charges 
Need to identify water charges 


r 


5.10 Most claimants will pay water charges, either direct to the 
water authority (to the local authority, in Scotland) or as a 
specified or unspecified part of their rent. Where water charges 
are paid as part of an inclusive rent, an authority will need to 
identify the water charge element in all standard, and certain 
certificated cases. It is not necessary to identify the exact 
water charge element in most certificated cases - see paragraph 
5.31. 

Specified water charges 

5.11 An authority will already know the amount of any water 
charges which they collect from their own tenants. Some private 
tenants (particularly housing association tenants) will also have 
the water charge element of their rent specifically identified. 

Unspecified water charges 




5.12 Where no water charge element of an inclusive rent has been 
specified, and the claimant is unable to supply the figure, an 
authority will have to make its own estimate of the relevant sum 
in appropriate cases. Either paragraph 5.13 or 5.14 will apply. 
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5.13 Where the claimant occupies the whole of the rateable unit, 
identification of the water charge element of the rent should 
present no difficulty, since the charge may be calculated on the 
basis of the rateable value or, if necessary, obtained from the 
water authority. 

5.14 Where the claimant occupies part of a rateable unit for 
which a single water charge is levied, (for example, he or she 
sub-lets a room in a flat, or has a bed-sit in a multi-occupied 
property) an apportionment of the water charge (including the 
standing charge) payable for the whole of the property will have 
to be made. This should be calculated according to the 
proportion of the rateable unit occupied by the claimant and any 
dependants or non-dependants living with him or her. The 
apportionment will be the same as that made for the purposes of 
calculating eligible rates (see chapter 6, paragraph 6.05). 

5.15 - 5.19 
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HELP WITH WATER CHARGES IN CERTIFICATE© CASES 



Special Administrative arrangements 

5*20 Water charges are an eligible housing cost for 
supplementary benefit purposes, and are therefore provided for 
SB D of Q under that scheme. However special administrative arrangements 

Regs 5B apply in most certificated cases whereby the claimant's 

&SB Claims entitlement to help with water charges under the supplementary 

IsPayts* Reg 15A benefit scheme is actually paid by the local authority with 

housing benefit entitlement. The procedures involved are 
summarised in the form of a flow chart in- the Annex to this 
chapter. 

Application in England and Wales 

5.21 In England and Wales , these arrangements apply to all 
certificated local authority and private tenants who:- 

h 

a. pay water charges with, or as part of their rent, 
whether or not the water charge is separately identified; 
and 





b. have sufficient supplementary benefit entitlement to 
cover their water charge plus at least Ip (that Is, they 
still have some supplementary benefit entitlement when the 
whole of the water charge is excluded from the supplementary 
benefit assessment). 

.5.22 They do not apply to the following certificated cases in 
England and Wales : - 

a. owner-occupiers; 

b. tenants who pay their water charges direct to the water 
authority; 

c. tenants whose supplementary benefit entitlement is less 
than the amount of their water charge plus at least Ip (see 
paragraph 5.40). 

Application in Scotland 

5.23 In Scotland the arrangements apply to all claimants who 
have sufficient supplementary benefit to cover their water charge 
plus at least lp. They do not apply to claimants whose 
supplementary benefit entitlement is less than this amount (see 
paragraph 5.40). 

5.24 - 5.29 

Procedure 

5.30 Where these special arrangements apply, the certificate 
will indicate (in the section marked ’’Additional Information") 
that the local authority will be re-imbursed centrally for the 
amount of the water charges. The local authority should then 
take the following action:- 
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a. where water charges are collected by the authority it 
should rebate the water charge in full. It will therefore 
no longer be necessary to collect water charges from that 
claimant . 

b. where water charges are paid to a private landlord 
the amount of the water charge should be paid in full with 
any rent allowance entitlement. 

5.31 Local authorities are re-imbursed in full for the cost of 
meeting water charges in this way, and it will not normally be 
necessary to identify the precise amount of the water charge 
(see chapter 26 paragraphs 26.25 to 26.27 for subsidy 
arrangements). It will however be necessary to identify the 
precise amount of water charges included in the rent in those 
cases described in paragrapn 5.32 and in cases where the special 
arrangements do not apply (see paragraph 5.40). 

Cla ima nt with non-dependants, tenants or sub-tenants 

5.32 Deductions made from benefit in respect of non-dependants 
may not be applied to any water charges which are rebated or paid 
to the claimant under the arrangements described in paragraph 
5.10 Where, therefore, the amount of any non-dependant 
deductions is greater than the amount of the claimant's eligible 
rent, (in Scotland, eligible rates) so that there is no 
entitlement to the relevant benefit, the water charge must 
continue to be rebated or paid in full. Similarly, where there 
is an "excess rent" from a tenant or sub-tenant (see chapter 9, 
paragraphs 9.75 to 9.84) the "excess rent" is deducted only from 
the rate rebate, and not from the certificated water charge. 

This means that the water charge element must be identified in 
any case where it appears likely or possible that the 
non-dependant deductions are greater than the eligible rent (in 
Scotland, eligible rates), or where there is an "excess rent" 
from a sub-tenant or tenant. 

Example Tenant pays inclusive rent of £17 

Eligible rent plus water charge is £14 
2 x non-dependant deduction is £15.60 
Rent allowance is NIL 

Local authority must therefore identify water charge 
element of rent (which is £1.00), and pay claimant £1.00 
in respect of water charge. 

5.33 It should be noted that the water charge must be rebated/ 
paid in full even where a tenant or sub-tenant of the claimant 
meets a proportion of that charge. There is no provision for 
reducing the amount of benefit for water charges to take account 
of payments from tenants or sub-tenants. 

So minimum payment for water charges 

5.34 There is no minimum water charge payment: payment must be 

made even if the water charge is less than the minimum housing 
benefit payment. 

5.35 - 5.39 
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Cases Where the special arrangements do not apply 
Water charge added back to supplementary benefit requirements 

5.40 Where a claimant is not entitled to any supplementary 
benefit when the water charge is excluded from the supplementary 
benefit assessment, the arrangements described above cannot 
apply. Instead, the amount of the water charge will be added 
back into the claimant’s supplementary benefit requirements. 

Where the water charge is separately identified, the DHSS local 
office will be able to do this without consulting the local 
authority. It will then take the appropriate action described in 
paragraphs 5.43 - 5.44. 

LA asked to identify water charge 

5.41 Where the water charge element forms an unspecified part of 
the rent the local authority will be asked to identify the water 
charge on behalf of the local office. The authority is asked to 
perform this task because 

a. it will already know, or be required to calculate, the 
eligible rates for the claimant’s dwelling for rate rebate 
purposes, and this will normally provide sufficient 
information to calculate the amount of water charge; and 

b. the authority will in any case have to make its 
own estimate of the water charge when calculating the 
claimant's eligible rent. 

5.42 The request for details of water charges will be made via 
form A370. In addition, where the claimant is a private tenant he 
or she will be given form A367 by the local office, and will be 
asked to complete and return it to the local authority. The A3 67 
will be marked by the DHSS local office to indicate that details 
of water charges are required urgently. In most cases, the 
details given by the claimant in relation to the rates payable 
for the property, or the proportion of the rateable unit 
occupied, should provide sufficient information for the water 
charge element of the rent to be calculated. The authority will 
normally be expected to inform the DHSS local office of the 
relevant amounts within one week of the receiving form A370, or 
the completed A367 being returned to them (if this is later). On 
receipt of the information about water charges, the DHSS local 
office will add the relevant amount on to the claimant’s 
supplementary benefit requirements, and then take the appropriate 
action described in paragraph 5.43 or 5.44. 

Claimant entitled to supplementary benefit 

5.43 If the claimant is entitled to supplementary benefit when 
the water charge is added back into the supplementary benefit 
assessment, a certificate will be issued which will indicate (in 
the section marked "Additional Information") that the local 
authority will not be re-imbursed for the amount of water 
charges. In cases where the authority was asked to identify the 
water charges the local office will enter in the Notes box "Supp 
B assessment includes water charges of £x as advised by LA” and 
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the certificate will be accompanied by form A371. The authority 
should then proceed to calculate certificated housing benefit 
entitlement excluding the amount of the water charge. 

Claimant not entitled to supplementary benefit 

5.44 If the claimant is not entitled to supplementary benefit 
even where the water charge is included in the supplementary 
benefit assessment, the DHSS local office will give the claimant 
a standard housing benefit claim form recording the excess income 
figure (see chapter 12 on housing benefit supplement). When the 
claimant returns the claim form to the authority, standard 
housing benefit, and if appropriate housing benefit supplement, 
should be assessed in the usual way - that is, excluding the 
water charge element in all cases. The water charge will have 
been taken into account for the purposes of assessing 
supplementary benefit entitlement, and will therefore be 
reflected in the "excess income" figure . 

5.45 In cases where the authority was asked to identify water 
charges, the standard housing benefit claim form will record the 
amount advised by the authority, and the "rent particulars" 
section will be struck through to indicate that this information 
has already been supplied on form A367 . The DHSS local office 
will also send form A371 in these cases. 

5.46 - 5.49 

Changes in circumstances 

5.50 Where the circumstances of a claimant in receipt of 
supplementary benefit change in such a way as to affect the 
arrangements previously made for giving help with water charges, 
the local office will take action appropriate to the new 
circumstances. This will mean issuing a new certificate 
including or excluding water charges, or cancellation of the 
certificate. 

LA asked to identify water charges following a change in 
c ircums tances 

5.51 Where the water charge forms an unspecified part of the 
rent and supplementary benefit entitlement is no longer 
sufficient to cover the charge in full, the local authority will 
be asked, via form A370, to identify the charge. The A370 will 
be accompanied by a cancellation notice (form A360) but 
authorities will be asked not to invite a claim for standard 
housing benefit at that stage. On receipt of the relevant 
information concerning the water charge, the local office will 
send form A371 to the local authority which will either accompany 
a new certificate excluding water charges, or will ask the 
authority to issue the standard housing benefit claim form. In 
the latter case, form A363 notifying the authority of the "Excess 
Income" figure for housing benefit supplement purposes will be 
attached to the A371. (See chapter 12, paragraph 12.21). 
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Admission to hospital 



5.52 Where a claimant goes into hospital and supplementary- 
benefit is withdrawn, the certificate remains valid for up to 
eight weeks (see chapter 2 paragraph 2.88). However as the 
claimant has no entitlement to supplementary benefit during this 
period, help with water charges can no longer be paid with 
housing benefit. Where therefore a certificate had previously 
stated that help with water charges would be reimbursed 

centrally , a new certificate will be issued excluding water 
charges. 

5.53 - 5.99 
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CHAPTER 6: ELIGIBLE RATES 
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6.01 This chapter gives 
rates . 



guidance on the assessment of eligible 



CALCULATING ELIGIBLE RATES 



General 



6* 02 Eligible rates are the amount of rates a person pays which 
may e met by a rate rebate. This is the general rates payable 
in respect of a claimant’s dwelling, whether paid directly or 
indirectly to the rating authority, less any amount which 



is or COuld be the eligible rates of a tenant or sub 
tenant of the claimant (see Chapter 9, paragraphs 9.60 to 
9.61); or 



b. is attributable to a part of the rateable unit which 
does not consist of residential accommodation (see 
paragraphs 6.20 to 6.21). 

In certain circumstances the eligible rates may be restricted 
(see paragraphs 6.40 to 6.45). 

Payments which are not rates 

6.03 Water charges and cesspit emptying charges are not rates 
and neither, in England and Wales, are charges for sewerage and 
environmental services. In Scotland, charges for sewerage and 
environmental services form part of the general rates and are 
therefore eligible for help. 

Rates not paid direct to the rating authority 

h.G4 Where a claimant pays rates direct to a rating authority, 
such rates will be readily identifiable. Most claimants who do 
not pay rates direct to the rating authority will nevertheless 
also pay rates, as a specified or unspecified part of their rent. 

6.05 Where the claimant occupies the whole of a rateable unit, 
the rates payable for the dwelling can be readily identified by 
Luo rating authority, even if they form an unspecified part of 
the rent. Where however the claimant occupies only a proportion 
of the rateable unit (for example, he or she sublets part of a 
house) an apportionment must be made. This should be calculated 
according to the proportion of the rateable unit occupied by the 
claimant and any dependants, non-dependants or sub-tenants. 

6.06 - 6.09 



Garages and land 

6. 10 Any structure or space (such as a garage, parking space or 
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garden) which is used for the purposes of the dwelling is to he 
treated as part of the dwelling in the following circumstances 

a. where the claimant is an owner-occupier, and 

i. the structure or space was acquired at the same 
time as the dwelling; or 

ii. the claimant has made or is making all reasonable 
efforts to terminate the liability in respect of it; 

b. Where the claimant is a tenant, and 

i. the structure or space was rented at the same 
time as the dwelling and the dwelling could not have 
been rented without it; or 

ii. the claimant has made or is making all reasonable 
efforts to terminate the liability in respect of it. 

6.11 If the conditions described in a. or b. of paragraph 6.10 
are met, the structure of space is to be regarded as part of the 
dwelling even if (as may be the case with the garage) it is 
separately rated, or is detached from the rest of the dwelling. 

It should also be noted that owner occupiers only have to show, 
under a., that they bought the structure or space at the same 
time as they bought the dwelling. They do not have to show that 
they had no choice but to do so. 

6.12 The following land is also to be regarded as part of the 
dwelling:- 

a. gardens and children’s play areas; 

b. where the dwelling is a caravan or mobile home, such 
part of the land on which it stands as is used for the 
purpose of the dwelling; 

Reg 2(5) c. where the dwelling is a houseboat, the land used for 

(c) the purposes of mooring it; 

Reg 2(5) d. in Scotland, croft land. 

(d) 

6.13 Land used for commercial or agricultural purposes (other 
than croft land) would not form part of the dwelling. 

6.14 - 6.19 

Business premises 

6.20 Business premises are not residential accommodation, and 
therefore rates payable in respect of business premises are not 
eligible rates for housing benefit purposes. Where however a 
business has ceased to operate, and the relevant premises are no 
longer used for business purposes, the rates could in certain 



Reg 2(5) 
00 



Reg 2(5) 
(a) 
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Reg 17(4) 





Reg 11 



Reg 17(6) 
Reg 9(2) 




circumstances be eligible for housing benefit. Eligibility would 
depend on the actual use to which the premises were now put. If 
the premises were left empty or largely unused* they would still 
be business premises. If however the premises were converted for 
use as part of the claimant 1 s home, the rates payable in respect 
of those premises would (subject to paragraphs 6.40 to 6.46) be 
eligible rates. This would apply whether or not the relevant 
premises were still commercially rated. 

Accommodation, partly residential 

6.21 Where residential and business accommodation form a single 
rateable unit, the total rates payable must be apportioned 
accordingly. In Scotland, the apportionment should be such 
amount as may be determined under section 45(1) of the Water 
(Scotland) Act 1980. In England and Wales, the apportionment 
should be on such basis as the authority considers most 
reasonably reflects the division between residential and business 
use. 

6.22 - 6.24 

Accommodation with more than one rateable value 

6.25 Where the claimant's dwelling has more than one rateable 
value, the combined rates for the dwelling should be taken into 
account for housing benefit purposes. Examples of where this 
situation might arise are:- 

a. where a garage is separately rated (see paragraphs 
6.10 to 6.11); or 

b. where a house which had previously been divided into 

two flats with separate rateable values, has returned to 
use as a single family home. In these circumstances, there 
may be a delay before the home is reassessed as a single 
rateable unit: in the meantime, an authority should 

calculate eligible rates on the basis of the combined rates 
for the property. 

Joint occupiers 

6.26 Where a dwelling is occupied jointly by a married or 
unmarried couple, only one is eligible for housing benefit and 
therefore no apportionment of the rates between the joint 
occupiers is required. Where the joint occupiers are not a 
couple, the rates must be apportioned between them. In 
certificated cases the certificate will state the proportion of 
rates for which the claimant is to be regarded as responsible: 
the local authority must then apportion the rates on this basis. 
In standard cases, the rates must be apportioned on such basis as 
the authority considers is reasonable in the circumstances taking 
into account the number of joint occupiers and the proportion of 
rates payable by each of them. 

6.27 - 6.34 
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Rate relief for disabled people 

6.35 Where a claimant’s rates have been reduced under the Rating 
(Disabled Persons) Act 1978, the eligible rates for rate rebate 
purposes are the net rates after deducting any rate relief under 
that Act. 



Rate relief for charitable organisations 

6.36 Where the rates charged on a property owned by a charity, 
or used as an almshouse, are reduced under section 40 of the 
General Rate Act 1967, the eligible rates for rate rebate 
purposes are the net rates after any reductions under that 
section. 

6.37 - 6.39 



Restriction for unsuitable accommodation 

Reg 19 6.40 Where an authority considers that the claimant is occupying 

unsuitable accommodation, it may in certain circumstances 
restrict the eligible rates for the purposes of calculating 
entitlement. 

Reg 19(1) 6.41 Accommodation may be considered unsuitable if:- 

a. the dwelling is larger than is reasonably required by 
the claimant and anyone else living with him or her; or 

b. by reason of the location of the dwelling, the rates 
are unreasonably high compared with the rates payable for 
suitable alternative accommodation in the area. 

6.42 If either of the circumstances in paragraph 6.41 apply, an 
authority must then consider whether it is reasonable to expect 

Reg 19(2) the claimant to seek alternative cheaper accommodation. Two 

separate issues must be considered 

a. the availability of suitable alternative accommodation 
(see paragraph 6.44); and 

b. the personal circumstances of the claimant and anyone 
living with the claimant (see paragraph 6.45). 

6.43 If the authority considers that it is reasonable to expect 
the claimant to seek alternative cheaper accommodation it may 
restrict the eligible rates to such amount as it considers 
appropriate. However in certain circumstances the restriction 
must be delayed for 6 months (see paragraph 6.46). 

Availability of suitable accommodation 

6.44 Where the claimant pays rent for the relevant accommo- 
dation, the guidance given in paragraphs 3.55-3.57 of Chapter 3 
(Eligible Rent) applies. In the case of an owner-occupier, an 
authority would need to consider whether the claimant would be 
able to buy a cheaper suitable property in the area. 
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Personal circumstances of the claimant 

6.45 Where an authority has decided that suitable alternative 
accommodation is available in the area, it must then decide 
whether it is reasonable to expect the claimant to move, given the 
claimant's personal circumstances and the circumstances of anyone 
living with the claimant. The same considerations outlined in 
paragraphs 3.60 and 3.61 of Chapter 3 (Eligible Rent) will apply. 

Delay in restricting eligible rates 

6.46 If an authority is satisfied that it is reasonable in all 
the circumstances to restrict the eligible rates, it must then 
consider whether the claimant or a member of the claimant’s 
household was able to meet the financial commitments for the 
dwelling when they were first entered into. If they could, no 

Reg 19(3) restriction should be made for the first six months of the first 

benefit period. If they could not the restriction should be 
applied from the outset. 

6.47 - 6.49 



WEEKLY ELIGIBLE RATES 

6*50 A rate rebate is calculated on a weekly basis and therefore 
any rates which are not payable weekly, or for each week in the 
Reg year, must be converted to a weekly sum to produce the "weekly 

eligible rates". This also applies where the authority (or other 
landlord) operates a "rent and rate free week” system. Weekly 
eligible rates are calculated by dividing the aggregate amount of 
rent payable in the year by 52 or 53, as appropriate. 

6.51 - 6.99 
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CHAPTER 7: INCOME 



7,01 This Chapter gives guidance on the assessment of income 
for standard housing benefit purposes. 



ASSESSING INCOME 
General 

7.02 "Income" for housing benefit purposes means gross income 
from all sources, before deducting anything for tax, national 
insurance, or any other compulsory or voluntary contributions. 

The income of both the claimant and the claimant’s partner (if 
any) must be taken into account. The income of any other person 
living in the dwelling is ignored unless 

a. it is relevant for the purpose of deciding the 
rate of non-dependant deduction (see chapter 9, 
paragraphs 9.10 to 9.39); 

b. exceptionally, in standard cases only, the principal 
earner provision is applied (see chapter 11, paragraph 
11 . 22 ). 

7.03 Income includes the following, although the list is not 
exhaustive 

a. earnings (including overtime, bonuses and commission); 

b. business profits; 

c. state benefits, pensions and allowances; 

d. occupational pensions; 

e. income from savings, investments and annuities; 

f. maintenance payments received; 

g. part of the income from tenants or sub-tenants - see 
Chapter 9, paragraphs 9.70 to 9.71; 

h. rental income from other property; 

i. voluntary or charitable payments; 

j. student grants (including parental contributions) - see 
chapter 19 paragraphs 19.40 to 19.42. 

7.04 

Earnings - employees 

7.05 The gross amount of any earnings must be taken into 
account, before any deductions have been made for tax, national 
insurance, savings schemes, etc. "Earnings" includes overtime, 
bonuses, commission, casual earnings, tips or any similar 
payments. Payments from an employer which reimburse out-of- 
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pocket expenses actually incurred in connection with a person’s 
employment (such as travel and subsistence payments which are a 
direct reimbursement of expenses actually incurred) do not count 
as income . 



Earnings - self employed 

7 .06 In the case of a self-employed claimant, an authority must 

Regs 16(3) take into account the likely net profit from the occupation. 

& (5) Net profit" means profit after deduction of business expenses, 

but before deduction of income tax, national insurance, 
contributions to pension or savings schemes, or any other similar 
payments . 

Certified accounts available 

7.07 Where a claimant is able to provide properly certified 
accounts these may provide the basis for the assessment, but an 
authority should nevertheless make its own estimate of what it 
considers the profit from the business to be. It is not bound by 
the assessment made for tax purposes. For example, a 
self-employed claimant who is working from home may claim tax 
relief on part of his rent and rates. If the authority has 
decided that the whole of the rent and rates are nevetheless 
eligible for housing benefit puposes (on the basis that the 
claimant is simply using one of the rooms in his home as an 
office) no deduction should be made from the profit of the 
business in respect of those expenses. An authority should also 
make its own assessment of what percentage of a telephone bill, 
or running expenses of a car etc, may properly be counted as 
business expenses. 

No satisfactory accounts available 

7.08 Where a self-employed claimant is unable to produce 
satisfactory (or any) accounts, an authority may make a 
determination based on its assessment of income calculated on 
such information as is available (for example, bank statements) 
or on the claimant’s own estimate of likely profit if this is 
considered reasonable. The claimant should be asked to keep 
documentary evidence of future income and expenses and the claim 
re-assessed at regular intervals (such as three months) until 
such time as a firm assessment of income can be made. Where 
actual profit then proves to be higher or lower than the 
estimated sum, the original determination may be revised (see 
paragraphs 13.90 to 13.92). If necessary, a shorter than normal 
benefit period may be set, and therefore a fresh claim required 
at more frequent intervals than normal. 

7.09 

State Benefits 

7.10 All weekly state benefits count in full as income, except 
for those benefits which are disregarded in full or in part (see 
paragraphs 7*61 and 7.62) and enterprise allowances, which are a 
business receipt (see paragraphs 7.15). 
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(Arndt 4) 7.11 A maternity grant is a one-off payment and should therefore 

be ignored as income. A weekly maternity allowance is taken into 
account in full. 

7.12 - 7.14 



Enterprise Allowances 

7.15 An enterprise allowance should be classed as a business 
receipt, and not as a separate source of income. The "profit" of 
the business should then be assessed in the normal way (see 
paragraph 7.06). Any profit from the business will attract the 
earnings disregard (see paragraphs 7.62b and 7.70 to 7.71). 

Occupational pensions 

7.16 The gross amount of any occupational pension must be taken 
into account as income (see paragraph 7.55 below). Occupational 
pensions are not earnings, and do not therefore qualify for the 
earnings disregard (see also paragraphs 7.55 and 7.71). 

7.17 - 7.19 



Interest on sawings 

7.20 The amount of income to be taken into account for housing 
benefit purposes is normally the amount before deductions for tax 
(see paragraph 7.02). However, building society interest and 
(since April 1985) bank interest is always paid net of tax, and 
non-taxpayers cannot reclaim the tax paid. Because of this the 
amount to be taken into account as income is the actual amount of 
building society or bank interest the claimant receives. 

7.21 Income from national savings certificates is specifically 
disregarded as income (see paragraph 7 . 61k) • 

Annuities 

7.22 A life annuity always counts in full as income, 
irrespective of whether a proportion of the periodic payment is 
treated as capital for tax purposes. (The "capital" element of a 
life annuity is a notional sum calculated for tax purposes only, 
and does not represent an actual repayment of capital). Where 
however the annuity is paid for a fixed period (such as ten 
years), and under the agreement an amount equal to the capital 
invested is returned to the investor in a fixed number of 
instalments, that re-paid capital does not count as income, 
although payments of interest on the balance of the capital sre 
income and must be taken into account. 



Home income plans 

7.23 Where a claimant has purchased an annuity under a home 
income plan, and part of the annuity is used to pay the mortgage 
on the home, the net mortgage interest payable (ie after allowing 
for any mortgage interest tax relief) should be ignored. The 
amount taken into account will therefore represent the actual 
gross annual income received. There should not normally be any 
doubt about the definition of a home income plan but to qualify 
for the disregard:- 
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(Arndt 4) Reg2( 6)- the person must have purchased a life annuity with a 

loan or mortgage, under a scheme whereby not less than 
90% of the proceeds of the loan were used for this 
purpose by the person to whom the loan was made; and 

- the annuity will end with his/her life or with the life 
of the survivor of two or more persons ("the 
annuitants") including the person to whom the loan was 
made ; and 

- the interest on the loan is payable by the person to 
whom it was made or by one of the annuitants; and 

- at the time the loan was made the person to whom it was 
made or each of the annuitants had reached the age of 
65; and 

- the loan was secured on a dwelling in Great Britain and 
the person to whom it was made (or one of the 
annuitants) owns an estate or interest in that dwelling, 
and occupies it as his/her home at the time the loan 
interest is paid. 

EXAMPLE 

A typical Home Income Plan may work as follows: 

1. Gross annuity payable for life 

2. Less income tax on annuity interest 
element of £485.88 

3. = Net annuity (after tax) 

4. Less loan interest fixed at £1650.00, 
after mortgage interest belief of 
£495.00 

5. Actual net annual income received 

(Note - this example uses 1985-86 tax rates) 

The amount to be taken into account is, £2331.96 less the net 

mortgage interest payment of £1155 or, £1176.96 per annum. 



£2331.96 

£145.68 

£2186.28 

£1155.00 

£1031.28 
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Reg 16(1) 



Reg 16(2) 



ASSESSING WEEKLY INCOME 0¥ER THE BENEFIT PERIOD 

7.50 Authorities are required to assess what is likely to be the 
weekly income of the claimant (and partner) over the benefit 
period . 

Earnings - Employees 

7.51 In the case of earnings, the assessment of likely income 
will normally be based on average earnings over the five weeks 
(if paid weekly) or two months (if paid monthly) preceding t e 
date of claim for housing benefit. However if is important to 
determine how far these five weeks (or two months) represent 
average weekly earnings. Further information on earnings over 
the tax year may often be obtained from payslips or alternative y 
from a suitably devised certificate of earnings which asks for 
details of gross pay to date. 

7.52 Examples of where it would not be appropriate to have, 
regard solely to the preceding five weeks or two months are:~ 

a. where the claimant normally works overtime, but does* 
not do so during these weeks (or conversely, has worked 
overtime during these weeks but does not normally do so and 
this position is likely to continue); 

b. where seasonal earnings fluctuate, and average 
earnings over the benefit period are likely to be higher or 
lower than those over the period immediately preceding the 

claim; 



c. where the claimant is about to be awarded a pay rise; 

d. where the claimant receives bonuses or commission on 
an occasional or irregular basis. 

In these circumstances, an authority may assess earnings on 
whatever basis it considers will most accurately reflect likely 
average earnings over the benefit period. 

Temporary interruption of normal earnings 

7.53 Where a claim is received from a person who normally has a 
relatively stable income, but whose earnings are temporarily 
interrupted, for example because of a period of sickness, an 
authority may decide to assess entitlement on the basis of actual 
income "during the relevant weeks, and then re-assess 
entitlement when normal earnings are resumed. 

7.54 



Reg 16(4) 






Other income (Regulation 16(4)) 

7.55 Authorities have discretion to assess income other than 
earnings on such basis as appears to be reasonable in the 
circumstances of the particular case. This does not give 
authorities discretion to ignore items of income or to take the 
net amount of a payment (such as an occupational pension) into 
account instead of the gross amount. The discretion is confined 
to deciding what weekly sum properly ref lects the claimant s 
likely income from that source over the benefit period. 
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INCOME DISREGARDS 



Reg 16(1) 
(b) & 

Sell 2 


7 . 60 Certain types of income are disregarded, in whole or in 
part, for the purposes of calculating entitlement. 

Income which Is disregarded in full 

7.61 The following income is wholly disregarded for housing 
benefit purposes 


Sell 2 
para 3 


a. any payments made to the claimant or the claimant's 

partner by a dependent child or by a non-dependant 
(including a boarder); 


Sch 2 
para 5 


b. grants paid to the claimant by an education authority 
in respect of children over compulsory school age, who are 
continuing in education; 


Sch 2 
para 6 


c. any attendance allowance or constant attendance 

allowance; 


Sch 2 
paras 7&8 


d. any mobility allowance or war pensioners' mobility 

supplement ; 


Sch 2 
para 9 


e. any sums payable to any person as holder of the 

Victoria Cross or George Cross; 


Sch 2 
para 10 


f. any supplementary benefit (see paragraph 7.66); 


Sch 2 

para 13(b) 


g where the claimant is a grant -aided student, a "two 

homes" grant (see chapter 19 paragraph 19.43b); 


Sch 2 
para 14 


h- an amount equal to any maintenance payment made by the 

•claimant or the claimant's partner to a former partner of 
either of them, or in respect of a child of either of them, 
other than a dependent child (see also paragraph 7.65); 


Sch 2 
para 15 


I. in the case of a person attending a TOPS training 

scheme or a course at an employment rehabilitation 
centre, the whole of any travelling or living away from home 
allowance (but a maintenance or meals allowance counts in 
full as income); 


Sch 2 
para 16 


j. assessed parental contributions made by a claimant to 

a student child (see paragraph 7.76); 


Sch 2 
para 20 


k. income from national savings certificates. 

l. any job start allowance. 

Income which is disregarded in part 

7.62 Part of the following income is also disregarded for 
housing benefit purposes:- 


Sch 2 
paras 1&2 


a* part of the rent received from a tenant or sub-tenant 

(see Chapter 9, paragraphs 9.70 to 9.71); 
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Sch 2 
para 4 




Sch 2 
par a 11 



b. £17.30 of the earnings of the claimant, and £5 of the 
earnings of the claimant’s partner, or the other way 

round if the partner earns more than the claimant (see also 
paragraphs 7.70 to 7.71); 

c. £4 in total of any of the following 

i. a war disablement pension, 

ii. an industrial disablement pension, 

iii. a war widow’s pension, 

iv. an industrial widow’s pension. 



Sch 2 
para 11 
(a)-(n) 



Sch 2 
para 12 
Sch 2 
para 21 



Sch 2 
para 13(a) 



The £4 disregard also applies to most analogous payments, 
including those paid under the social security schemes of 
other countries. The full list of relevant payments is 
contained in the regulations. 



d. £4 of any voluntary or charitable payment (or of the 
aggregate of any such payments). It should be noted that 
the total disregard under c. and d. may not exceed £4 ; 

e. where the claimant is a grant-aided student, an amount 
equal to the amount, if any, which has been deducted from 
rent under regulation 18(2) (e) (see chapter 19 paragrapn 
19.43a). The income disregard applies for the purposes of 
calculating both a rent rebate or allowance, and a rate 
rebate. Where however the claimant is an owner-occupier, 
and therefore the deduction from rent does not apply, there 
is no income disregard (see also Chapter 19, paragraphs 
19.40 to 19.56 for the assessment of a student’s income); 



Sch 2 
para 17 




Sch 2 
paras 18 
& 19 



SI 1986 
Mo 2183 



f. voluntary contributions by a claimant to a student 
child under the age of 25, up to certain limits (see 
paragraph 7.77). 

g. such part of a foster or adoption allowance as exceeds 
the amount of the child’s needs allowance. Note that the 
same disregard applies whether or not the foster or adopted 
child is still a dependent child. 

h* the excess over the child’s needs allowance of any 
periodic payment of custodianship allowance paid by a 
local authority social services department- 

i. that part of a home income plan which represents the 
net mortgage interest payment (see paragraph 7.23). 

7.63 - 7.64 

Maintenance payments made by a claimant 



Sch 2 
para 14 




7.65 The disregard of an amount equal to any maintenance 
payments made by the claimant applies whether or not such 
payments are made voluntarily or under a court order. An 
authority should however seek proof of payment (such as bank 
statements or a receipt from the former partner) since evidence 
of a court order is not in itself proof that the payments are 
actually made. If the claimant continues to make payments 
direct to a third party in respect of a former home of which he 
or she is still the legal owner or tenant, such payments do not 
count as maintenance and are not disregarded as income. 
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(Arndt 4) Supplementary Benefit 



Sch 2 
para 10 



7.66 Supplementary benefit is disregarded in full. Usually, however, 
person on supplementary benefit is either entitled to certificated 
housing benefit or is excluded from housing benefit altogether (see 
chapter 2, paragraphs 2.40 to 2.41). Where a person who is in receipt 
of supplementary benefit as a non-householder claims standard housing 
benefit for a house elsewhere (such as a student who is living with his 
or her parents during the summer vacation, but who has kept on his or 
her term-time accommodation), the supplementary benefit should be 
ignored. If this is the claimant’s sole source of income, he or she 
will have a nil income for standard housing benefit purposes. 

7.67 - 7.69 



Earnings disregard 

7-70 The "earnings disregard" is intended to allow for the national tax 
and national insurance payable on income up to the basic needs allowance 

level for a person in full time employment, plus average travel to work 
expenses. 

7.71 Earnings are normally subject to national insurance 
contributions. Where therefore there is some doubt as to whether a 
particular form of income is earnings, an authority may use the national 
insurance position as a guide. For example, occupational pensions and 
sickness benefit are not liable for contributions and are not earnings. 

7.72 - 7.74 



Sch 2 
para 11 
(a)&(b) 



Sch 2 
para 16 



War and industrial disablement pensions 

7.75 Additions payable with a war or industrial disablement pension, such 
as a reduced earnings allowance (formerly special hardship allowance) or 
unemployability supplement, count as part of that pension. Where the 
basic pension has been paid as a lump sum but a weekly payment of reduced 
earnings allowance continues, that weekly payment attracts the £4 

disregard. The lump sum itself would be regarded as a one-off payment 
(see paragraph 7.40). 

Parental contributions to student children 

7.76 Any parental contributions which are made by a claimant to a 
student child, and which have been assessed for the purposes of 
calculating a state grant, are disregarded as the claimant's income. 

7.77 Where the student is under the age of 25, does not have a state 
gram, (or is in receipt of a lesser value discretionary award) and the 
claimant makes payments towards the student's maintenance, the amount to 
be disregarded as the claimant's income is either 



HB circ 86/11 
87/1 



the actual amount of the contributions, or 
£23.85 less the weekly amount of any award 



Sch 2 
para 17 



whichever is the smaller. For these purposes "parental contributions" 
include both those assessed for the purposes of calculating a 
discretionary award, and any other contributions. 
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Parent contributes £25 a week to a student who has 
no grant. The amount to be disregarded is the 
maximum of £23.85. 

Example 2 Student receives discretionary award of £10. Parent 
contributes an additional £15. £23.85 - £10 = 

£13.85, which is less than £15, so £13.85 of the 
parental contribution is disregarded. 

There is no disregard of parental contributions to a student aged 
25 or over. Parental contributions received by student claimants 
count in full as income (see chapter 19, paragraph 19.41). 

7.78 - 7.99 





H 
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CHAPTER 8: NEEDS ALLOWANCES 



Reg 15 




Reg 2(1) 



Reg 2(1) 




8-01 This chapter gives current rates of needs allowances, and 
defines who qualifies. 

8.02 The current rates of needs allowance are set out in the 
Annex to this chapter. The needs allowances are subject to 
annual review, and new rates are normally notified to authorities 
some months before they are due to be implemented. 

8.03 - 8.09 



Definitions 



Single Person 

8.10 A "single person" means a person who is not one of a 
married or unmarried couple. 

Married couple 

8.11 A "married couple" means a man and a woman who are married 
to each other and are members of the same household. 

Unnarried couple 

8.12 An "unmarried couple" means a man and a woman who are not 
married to each other but are living together as husband and wife 
as members of the same household. 

Same household 

8.13 A couple are to be regarded as members of the same 
household if they are currently living together as husband and 
wife, or if they are temporarily separated (for example, because 
one of the couple is in hospital, on holiday, or working away 
from home). If however the separation is permanent (for example, 
because the marriage has broken down, or one of the couple has 
been permanently admitted to hospital), the remaining partner 
should be treated as a single person. 
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Partner 



Reg 2(1) 8*14 A ’ "partner" is one of a married or unmarried couple. 

handicapped person. 

o 

8*15 A "handicapped person" is:-* 

Keg 15(4) a. in relation to England and Wales, a person to whom 

section 29(1) of the National Assistance Act 1948 (welfare 
arrangements for handicapped persons) applies; and 

b. in relation to Scotland, a person in need under section 
12 of the Social Work (Scotland) Act 1968. 

8.16 It is not necessary for a person to be formally registered 

as handicapped in order to qualify for the handicapped person's 
needs allowance: it is sufficient for them to be eligible to be 

registered, or to fall within the definition of a "person in 
need" in Scotland. If an authority is in any doubt as to whether 
a particular person is a "handicapped person", it should seek 
advice from the Social Services or Social Work Department. 

Pensionable age 

8.17 "Pensionable age" means 65 in the case of a man, and 60 in 
the case of a woman. 

Dependent child 

Keg 2(1) 8.18 "Dependent child" means a person living with the claimant 

whose requirements are provided for, in whole or in part, by the 
claimant or the claimant's partner, or wholly by means of 
maintenance payments payable to the claimant, and who is either 

a. under the age of 16; or 

b. aged 16 or over but under the age of 20 and receiving 
full-time education at a school, college or other similar 
educational establishment, other than advanced education; or 

c. a person in respect of whom child benefit is paid or is 
payable under the Child Benefit Act 1975. 

The child does not have to be a relative to be a dependent child: 
the definition applies equally to foster children and other 
non-relat ives . 
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End of dependency 

8.19 It should be noted that child benefit does not normally 

stop as soon as the child leaves school: if he or she is under 

19, it will usually continue until a prescribed "terminal date", 
and while it is in payment the school leaver continues to be a 
dependant for housing benefit purposes. The "terminal date" is:- 

a. the first Monday in January; or 

b. the first Monday following Easter Monday; or 

c. the first Monday in September; 

whichever first occurs after the child leaves school. 

8.20 If the child starts work or a youth training scheme before 
the relevant terminal date, child benefit will be withdrawn 
immediately. In these circumstances, the child will cease to be 
a dependent child and will become a non-dependant. The authority 
should therefore withdraw the child's needs allowance, but no 
non-dependant deduction is to be made before the relevant 
"terminal date" is reached (see Chapter 9 paragraph 9.11 d). 

8.21 if the child then stops work or leaves the training scheme 
before the terminal date is reached, child benefit will be 
re-instated and the child will again be classed as a dependent 
child until the relevant terminal date, or until child benefit is 
again withdrawn (if that is earlier). 

8.22 - 8.99 
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CHAPTER 8 ANNEX 





NEEDS ALLOWANCE RATES FROM 6 APRIL 1987 

a. for a single person: 

b. for a married or unmarried couple: 

c. for a single person with a dependent child: 

d. for a single person who is handicapped: 

e. for a married or unmarried couple, one of 

whom is handicapped: 

f . for a single handicapped person with a 
dependent child: 

g. for a married or unmarried couple, both of 
whom are handicapped. 

Plus the following amounts 

h. for a dependent child: 



£48.90 

£72.15 

£72.15 

£54.50 

£77.40 

£77.40 

£80.45 

£14.75 



i. where the claimant, or the claimant’s partner 

(or both) is of pensionable age: £0.85 

(Note that there is only one addition per household, 

even if both the claimant and the claimant's partner are of 

pensionable age). 




0 
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Reg 20(7) 
(b) 



Reg 20(9) 



Regs 20(1) 
& 20 ( 2 ) 



Reg 20(3) 



h. in a standard case, where the eligible person or his or 
her partner is a handicapped person (see Chapter 8 
paragraph 8.15) and the non-dependant provides assistance 
with domestic tasks which neither the eligible person nor 
the eligible person’s partner is able to perform . No 
deduction is made in respect of that non-dependant unless 
the non-dependant is a parent, son, daughter, step-son, 
step-daughter, brother or sister of the eligible person or 
his or her partner; 

i. where the non-dependant is a member of the claimant * s 
household, but his or her normal home is elsewhere . This 
would apply, for example, where someone was temporarily 
visiting relatives for a holiday, or nursing a sick 
relative or staying with relatives while his or her home is 
being repaired or redecorated. 

9.12 - 9.19 



Rate of deduction 



9.20 Where the circumstances described in paragraph 9.11 do not 
apply, the deductions to be made are (subject to paragraphs 
9.21-9.37) as follows:- 

From a rent rebate From a rate 
or allowance: rebate: 



a. for each non-dependant 

aged 16-17: £2.90 

b. for each non-dependant 
aged 18 or over but under 
pensionable age (that is, 
under 60 for a woman, or 

under 65 for a man) £8.05 

c. for each non-dependant 

over pensionable age £2.90 

d. for each non-dependant 

aged 21 or over in receipt of 
supplementary benefit £2.90 



£1.15 



£2.70 

£1.15 



£1.15 



Non-dependent couples 

9.21 In the case of a married or unmarried couple, only one 
deduction falls to be made. If, but for this provision, two 
deductions of different amounts would otherwise apply, the lower 
of the two deductions is to be made. If only one of the couple 
would have attracted a deduction (because, for example, the other 
is on a youth training scheme) that deduction is to be made. 

9.22 - 9.24 
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Non— dependants of joint occupiers 

9.25 Where a person, is a non-dependant of more than one joint 
occupier, and the joint occupiers are not a married couple, the 
non-dependant deduction must be apportioned between the joint 
occupiers. The apportionment is to be on whatever basis 
appearsappropriate in the circumstances, taking into account the 
number of joint occupiers and the proportion or rent and/or rates 
paid by each joint occupier. 

9.26 Where a person is a non-dependant of only one of the joint 
occupier, the whole of the deduction is to be made from that 
joint occupier’s entitlement. 

g m 27 — 9 . 29 

Modified non-dependant deductions 



9.30 Although the higher rate of deduction is normally made in 
respect of non-dependants who are aged 18 to pensionable age and 

Regs 20 not in receipt of supplementary benefit, in certain circumstances 

(10) & 21 this deduction is modified to the lower rate (that is, the rate 

applicable to people aged 21 or more in receipt of supplementary 

benefit) . 

9.31 The modified deduction is made where:- 

a. the non-dependant's income consists solely of certain 
specified benefits; and 

b. he or she has been in receipt of a specified benefit 
(or any combination of the specified benefits) for a 
continuous period of 56 days; and 

c. . the non— dependant has furnished a statement confirming 
that this is the case. 

Specified benefits 

9.32 The specified benefits for the purposes of the 56 day 
Reg 21(4) qualifying period are:- 

a. unemployment benefit; 

b. sickness benefit; 

c. maternity allowance; 

d. statutory sick pay from an employer (SSP). 

During this qualifying period the non-dependant may also have 
other income (such as child benefit, or interest from savings). 
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3«33 At the end of the 56 day qualifying period , the lower 
deduction applies in respect of that non-dependant , provided that 
the non-dependant's sole source of income is then any of the 
following:- 



«* 





Reg 21(3) 



a. unemployment benefit paid under section 14 of the 
Social Security Act 1975; 

b. sickness benefit paid under section 14 of that Act 

c. maternity allowance paid under section 22 of that Act; 

d. child benefit. 

If the non-dependant has any other income (such as interest from 
savings) after the end of the 56 day qualifying period the 
modified deduction cannot apply. 

9.34 It should also be noted that:- 

a. invalidity benefit is not a qualifying benefit; 

b. a non-dependant with no income (for example, while on 

strike) does not quality for the modified deduction: the 

normal deduction (if any) for a person of that age must be 
made; and 

c. a non-dependant who is in receipt of unemployment 
benefit, sickness benefit or maternity allowance for him/ 
herself and a partner or other adult dependant, does not 
qualify for the modified deduction. This is because 
increases in benefit for adult dependants are paid under 
section 44 of the Social Security Act 1975. The 
non-dependant's income would not therefore consist solely of 
benefit paid under section 14 or 22 of the Act (or child 
benefit). However, a couple in this situation would 
probably qualify for supplementary benefit, and therefore 
there would either be no deduction (If they were both under 
21), or the lower rate of deduction from the outset. 

Obtaining the statement from the non— dependent 

9.35 In all cases where a non-dependant is aged between 18 and 
pensionable age, is not in receipt of supplementary benefit, and 
it appears (from information on the claim form or certificate) 
that the non-dependant may be in receipt of one of the "specified 
benefits", the authority must write to the claimant to obtain a 
statement signed by the non-dependant, which will show whether 
the conditions for the lower rate of non-dependant deduction are 
satisfied. A model letter and statement are contained in 
Appendix 13. 

Implementing the modified deduction 

9.36 The modified deduction must not be applied until the non- 
dependant's statement has been received. If, when it has been 
received, the conditions for the modified deduction are satisfied 
it will apply from the start of the benefit period or the week in 
which the qualifying conditions were first satisfied, whichever 
is the later. 
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No reply to request for statement 



9.37 if the claimant fails to submit the non-dependant f s 
statement and any other information reasonably required by the 

Reg 21(2) authority within 6 weeks of being requested in writing to do so, 

the higher rate of deduction may apply. 

9.38 

Action by the Department of Employment 

9.39 In order to promote awareness of modified non-dependent 
deductions, Department of Employment computer centres issue 
letters to people who have been getting unemployment benefit for 
8 weeks, advising them that if they live with a supplementary 
benefit or housing benefit claimant, that person may be able to 
get more benefit. Authorities may receive enquiries from 
claimants with unemployed non-dependants as a result of this and 
should take the normal action to establish whether a modified 
non— dependant deduction is appropriate. 

9.40 - 9.49 
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SUB-TENANTS AMD TENANTS OF OWNER-OCCUPIERS 



(Arndt 2) 



Reg 17(2) 



Sch 3 
paras 10 
& 11 



Reg 18(2) 

W 



Definition 

9.50 A tenant or sub-tenant is a person, other than a member of 
the claimant* s household, a boarder or another joint occupier, 
who pays the claimant for the right to occupy part of the 
dwelling . 

9*51. A sub— tenant" is someone who pays rent to a tenant. A 
tenant, in this context , is someone who pays rent to an 
owner- occupier . It should be noted however that these terms are 
used to refer to anyone living with the claimant whose 
circumstances fall within the definition in paragraph 9.50 
whether or not a formal sub-tenancy or tenancy exists. In the 
same way, the issue of a certificate indicating that a 
sub-tenancy exists merely recognises that part of the dwelling is 
occupied by a person who is liable to pay rent to the claimant; 
it does not imply that that person has a formal sub-tenancy or 
tenancy. 

9.52 - 9.54 

Tenants with sub— tenants - procedure in standard cases 

9.55 Where a claimant who is a tenant (or equivalent) has a 
sub-tenant, the authority must obtain from the claimant full 
details of the rent paid by the sub-tenant. It must then take 
the following steps :— 

a. identify the rate element of the sub-tenant’s rent, and 
deduct that amount from the claimant’s rates (see paragraphs 
9.60 to 9.61); 

b. deduct the rate element, and any other "ineligible" 
sums from the sub-tenant’s rent (such as charges for heating 
or hot water). Then take-off a further £3.00, £1.50 and/or 
£0.40 if appropriate (see paragraphs 9.60 to 9.67); 

c. take what is left of the sub-tenants ’ s rent (after 
making any deductions under b) above) and deduct it from the 
claimant's rent (see paragraph 9.64); 

d. take into account as income any rent from the 
sub-tenant which has not been deducted from the claimant’s 
own rent or rates. This applies for both rent 
rebate/allowance and rate rebate purposes (see paragraphs 
9.70 to 9.71). 

An example of how entitlement is calculated is at Annex B, 
exampl e 1 . 

9.56 - 9.57 
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Reg 17(2) 



Reg 17(2) 



Owner-occupiers with tenants - procedure in standard case® 

9.58 Where a claimant is an owner-occupier with a tenant, the 
authority must 

a. identify the rate element of the tenant s rent, and 
deduct that amount from the claimant’s rates (see paragraphs 

9.60 to 9.61); and 

b. take the balance of the rent received from the tenant 
into account as income (see paragraphs 9.70 to 9.71). 

An example of how entitlement is calculated is at Annex B example 

2 . 



9*59 



Amount to he deducted fro® the claimant's rates 

9.60 When calculating the claimant's eligible rates an amount 
must be deducted in respect of payments made by a tenant or sub- 
tenant. The amount to be deducted is the proportion of rates met 
by the tenant or sub-tenant; that is, the amount which would be 
the eligible rates of the latter if they made a claim for housing 
benefit (see Chapter 6, paragraphs 6.04 to 6.05). 

Example 



- claimant is owner-occupier paying rates of £6 a week. 

part of house is let to tenant for rent of £20 a week, 
including £2 for rates 

claimant's eligible rates are £6 minus £2 =» £4. 

if tenant also claims, his or her eligible rates 
would be £2. 

9.61 If the claimant lets or sublets a garage or outbuilding, a 
deduction must be made to take account of rates on the garage 

or outbuilding which are met by the tenant or sub-tenant. 

9.62 - 9.63 

Aaount to be deducted fro® the claimant's rent 



Reg 18(2) 
(d) 

Sch 3 
para 10(a) 



9.64 When calculating the claimant's eligible rent, an amount 
must be deducted in respect of payments made by a sub-tenant. 

The amount to be deducted from the claimant's rent is such amount 
as the sub-tenant pays, less anything included in the payment for 
any of the following: - 



a. rates; 

b. water charges; 

c. board (but note that if the rent includes a 
substantial amount for board the person is a boarder and 
should therefore be classed as a non-dependant); and 



Printed image digitised by the University of Southampton Library Digitisation Unit 



d. amenity charges (that is, charges for heating, hot 
water, cooking or lighting). 





9-65 Where the amount for any of these items is not specified, 
the authority must estimate the amount which it considers is 
fairly attributable to it. The actual (or estimated) amount for 
any amenity charges paid by the sub-tenant should be deducted 
from the sub-tenant's rent in both standard and certificated 
cases. (But note that if the sub-tenant is a certificated 
claimant in his or her own right, the maximum deduction in 
respect of amenity charges would apply when assessing the 
sub-tenant's own eligible rent). 


Sch 3 


9-66 In addition, if the claimant provides furniture or services 
at his or her own expense, the following amounts are to be 
deducted from the sub-tenant's rent in respect of those 
expenses 


(b) & 
para 11 

W (a) 


a. £3.00 if the rent is for furnished accommodation; 

b. £1.50 if the rent is for unfurnished accommodation but 
the claimant provides some services. 

9-67 If the claimant sub-lets a garage or outbuilding, the rent 
payable for the garage or outbuilding less:- 

a. rates, and 


Sch 3 
para 1(b) 


b. 0.40p 

is deducted from the claimant's rent. This applies whether or 
not the garage or outbuilding is let to someone who also lives in 
part of the claimant's dwelling. 

9.68 - 9.69 


m 


Amount to be taken into account as incc *e fro* tenants or 

sub-tenants 

9-70 In addition to amounts being deducted from the claimant's 
rent or rates in respect of payments from tenants and sub-tenants 
part of the payment will usually fall to be taken into account as 
income. The amount which is disregarded as income is:- 


Sch 2 
para 1 


a. an amount equal to the sum which has been deducted 

from the claimant's rates in respect of the rates paid by 
the tenant or sub-tenant, as in paragraphs 9.60 to 9.61; and 


Sch 2 
para 2 


b. where the claimant is a tenant, an amount equal to the 

sum which has been deducted from the claimant's rent in 
respect of the rent received from the sub-tenant, as in 
paragraphs 9.64 to 9.67. 


IP 


9.71 The effect of the disregard is that any part of the 
payment received from a tenant or sub-tenant which is not 
deducted from the claimant's rent or rates, counts as income. 
This means that in the case of an owner-occupier, only that part 
of the rent received which has been deducted from the claimant's 
own rates is disregarded as income. 
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Regs 17 
( 2 ) & 
18(2)(d) 



Example 1 

Claimant is owner-occupier with tenant. 

Owner-occupier pays rates of £10 

Tenant pays rent of £20, of which £5 is for rates, 
and £4 for heating. 

£5 is deducted from claimants rates in respect of rates paid by 
tenant. 

So income disregard is £5 (see paragraph 9.70a). 

The remaining £15 counts as income. 

Example 2 



Claimant is tenant with sub-tenant. 

- Tenant pays rent of £15, including £4 for rates, and 
£1 for water charges. 

Sub-tenant pays rent of £20, including £2 for rates, 
£0.50 for water charges, and £3 for amenity charges 

£2 is deducted from claimant's rates in respect of rates paid by 
sub-tenant. 

£14.50 falls to be deducted from claimant's rent in respect of 
rent paid by sub-tenant (ie £20 - £2 rates, £0.50 water charges, 
and £3 amenity charge). 

So income disregard is £2 + £14.50 = £16.50 (see paragraphs 
9.70a and b). 

The remaining £3.50 counts as income. 

NB The full £14.50 which falls to be deducted from the 
claimant's rent is disregarded as income, even though the 
claimant's rent (after deducting rates and water charges) is only 
£ 10 . 

9.72 - 9.74 

Tenants with sub-tenants - procedure in certificated cases 

9.75 In a certificated case, deductions from the claimant's 
rent and rates in respect of rent received from a sub-tenant, are 
worked out in the same way as for standard cases (see 
paragraphs 9.60 to 9.67). This means that the whole of any rates 
received from the sub-tenant are deducted from claimant's rates, 
and part of the rent received from the sub-tenant is deducted 
from the claimant's rent. 

9-76 If the amount of the sub-tenant's rent to be deducted 
exceeds the claimant's rent, there will be no rent 
rebate/allowance entitlement. The amount left over is called the 
"excess rent". 
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Example 



Claimant’s rent (after deducting ineligible sums) - £10 
Sub-tenant ’ s rent (after making deductions set out in 
paragraphs 9.64 to 9.67) = £15. 

£10 - £15 = [-£5]. So "excess rent" is £5. 

9.77 The amount of any "excess rent" must be deducted from any 
Reg 24(3) rate rebate entitlement. 

Example 



Claimant’s rates £5.00 
Sub-tenant’s rates £3.00 
Claimant’s eligible rates £2.00 





Reg 17(2) 
Reg 24(4) 




So rate rebate entitlement is £2.00 

less "excess rent" from sub-tenant £5.00 

[- £3.00] 

9. 78 If the "excess rent" removes the rate rebate entitlement 
entirely, any balance is taken into account when assessing the 
claimant’s supplementary benefit. This means that the DHSS local 
office is unable to assess the claim for supplementary benefit, 
except on an interim basis, until the authority has informed it 
either :- 

a. that there is no "excess rent" to be taken into acount; 
or 

b. how much "excess rent" remains after entitlement to 
housing benefit has been removed, 

as appropriate. 

9.79 In the example in paragraph 9.77, the "excess rent" to be 
notified to the DHSS local office is £3 . A full worked example 
is at Annex C example 1. 

9.80 - 9-81 

Owner-occupiers with tenants - procedure in certificated cases 

9.82 Where a certificated claimant is an owner-occupier with a 
tenant, the tenant’s rates must first be deducted from the 
claimant’s rates as in paragraphs 9.60 to 9.61. The rate rebate 
must then be reduced to take account of the rent received from 
the tenant. The amount of the reduction is calculated in the 
same way as the deduction from rent would have been calculated 
had the claimant been a rent-payer (see paragraphs 9.64 to 9.67); 
that is amounts for:- 

a. rates and water charges; 

b. amenity charges; 
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c. any other ineligible sums; 

plus, if appropriate, £3.00, £1.50 and/or £0.40, should be 
deducted from the tenant’s rent. 

9.83 After the rate rebate entitlement has been reduced or 
removed, the DESS local office must be notified whether or not 
there is any "excess rent" to be taken into account in the 
supplementary benefit assessment, and if so how much, as in 
paragraph 9.79. 

9.84 A fully worked example is at Annex C example 2. 

Changes in income from tenants or sub-tenants in 

certificated cases 

9.85 When the income from a tenant or sub-tenant changes in a 
certificated case, the authority must:- 

a. revise entitlement as in chapter 16, paragraph 16.41; 
and 

b. notify the DESS local office of any change in the 
"excess rent" figure, or where an "excess rent" figure 
exists for the first time, and the date of change. 



9.86 



Water charges 

9.87 The excess rent from a tenant or sub-tenant must not be 
deducted from water charges in cases where these are certificated 
(see chapter 5, paragraph 5.32). An example of the benefit 
calculation for a claimant with a sub-tenant whose water charges 
are certificated is at chapter 11, Annex B example 2. 

9.88 - 9.89 

Procedure where there is a tenant or sub-tenant for supplementary 
benefit but not housing benefit purposes 

9.90 Occasionally a person whom the DESS local office regards as 
a tenant or sub-tenant may be occupying accommodation which the 
authority considers not to be part of the claimant's dwelling for 
housing benefit purposes. In this situation the procedures 
outlined in paragraphs 9.70 to 9.83 cannot apply and instead the 
payments received by the claimant will be taken into account in 
the supplementary benefit assessment. When form A365 is received 
in a case like this, the authority should pass it on to the DESS 
local office with a note explaining that the accommodation 
occupied by the tenant or sub-tenant is not part of the 

cla iman t ' s dwell ing . 

9.91 - 9.92 

Claims from sub-tenants, or tenants of owner-occupiers 

9.93 A sub-tenant, or tenant of an owner-occupier, may be 
eligible to claim housing benefit in his or her own right . 
Eligible rent and/or rates should be assessed in the same way as 
for any other claimant. 

9.94 - 9.99 
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CHAPTER 9 ANNEX B 



STANDARD CASES 

Example 1: Tenant with Sub-Tenant 



Tenant pays inclusive rent of £30 for unfurnished accommodation, 
of which: 

£6.00 is for rates 

£8.00 is for amenity charges 

£1.00 is for water charges 

Sub-tenant pays rent of £20 for furnished room, of which: 

£3.00 is for rates 

£4.00 is for amenity charges 

£0.50 is for water charges 

Step a 



Deduct sub-tenant’s rates from claimant's rates. 

So claimant f s eligible rates are £6 less £3 = £3 

Step b 

Take off any "ineligible" sums from sub-tenants ’ s rent. 

£3.00 for rates 
£4.00 for amenity charges 
£0.50 for water charges 
£7.50 

plus £3.00 for furniture supplied by tenant 
= £10.50 



£20 rent from sub-tenant less £10.50 = £9.50. 

So £9.50 falls to be deducted from claimant's rent. 



Step c 



Work out claimant’s eligible rent: 

£30 less: £ 6.00 for rent 

£ 8.00 for amenity charges 

£ 1.00 for water charge 

£ 9.50 for sub-tenant's rent 

£24.50 

So claimant's eligible rent is £30 less £24.50 = £5.50 
Step d 



Take into account as income any part of the sub-tenant’s rent 
which has not been deducted from the claimant's rent and rates. 

Tenant receives £20 from sub-tenant 
£3 is deducted from claimant's rates 
£9.50 is deducted from claimant's rent 



£20 less (£3 + £9.50) = £7.50. 

So £7.50 counts as claimant*® income* 
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CHAPTER 9 ANNEX B 



STANDARD CASES 

Example 2: Qimer-Ckrcupier with Tenant 

Claimant pays rates of £10 

Tenant pays rent of £15, of which £3 is for rates. 
Step a 

Deduct tenant’s rates from claimant’s rates. 

Claimant’s eligible rates are £10 less £3 = £7 



Step b 



Take into account as income any part of the tenant’s rent which 
has not been deducted from the claimant’s rates: 

Claimant receives £15 from tenant 

£3 is deducted from the claimant’s rates 

£15 less £3 = £12 

So £12 counts as the claimant’s income 
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CHAPTER. 9 ANNEX C 



CERTIFICATED CASES 

Exam ple 1: Tenants with Sub-Tenants 

Tenant pays inclusive rent of £16.00 for unfurnished 
accommodation, of which: 

£5.00 is for rates 
£1.00 is for water charges 

Sub-tenant pays inclusive rent of £20.90 for furnished 
accommodation, of which: 

£2.50 is for rates 
£0.50 is for water charges 

Step a 

Deduct sub-tenant’s rates from claimant’s rates 

So claimant’s eligible rates are £5 - £2-50 = £2-50 

Rate rebate before deducting "excess rent" from sub-tenant = 

£2.50 

Step b 



Take off any "ineligible" sums from sub-tenant’s rent 

£2.50 for rates 

£0.50 for water charges 

£3700 

plus £3.00 for furniture 

£ 6.00 

£20.90 rent from sub-tenant less £6.00 = £14.90 
So £14.90 falls to be deducted from claimant’s rent 

Step c 



Work out claimant’s eligible rent: 

£16.00 less £5.00 for rates 

£1.00 for water charges 
£14.90 for sub-tenant's rent 

£ 20790 

So tenant’s eligible rent is £16.00 less £20.90 = [— £4.90] 

Rent rebate/ allowance is NIL 

""Excess rent” from sub-tenant is £4.90 

Step d 

Deduct "excess rent" from claimant’s rate rebate. 

£2.50 less £4.90 * [- £2.40] 

So rate rebate is NIL 
"Excess rent" is now £2.40 

Step e 

Notify DHSS local office that claimant has 
"excess rent" from sub-tenant of £2.40. 
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CHAPTER 9 ANNEX C 



CERTIFICATED CASES 

Example 2 Owner-Occupier with Tenant 
Owner-occupier pays rates of £9.00 

Tenant pays rent of £15.00 for furnished accommodation., of 
which £3.00 is for rates, and £0.80 for water charges 

Step a 



Deduct tenant’s rates from claimant's rates 

So claimant * s eligible rates are £9.00 less £3.00 = £6.00 

Rate rebate before deducting rent from tenant = £6.00 

Step b 



Deduct sums from tenant's rent: 

£3.00 for rates 

£0.80 for water charges 

£3.80 

plus £3.00 for furniture 
£6.80 

£15.00 - £6.80 = £8.20 



Step c 



Deduct £8.20 from claimant's rate rebate. 

£6.00 less £8.20 = [- £2.20]. So rate rebate is NIL 

Step d 



>HSS local office that claimant has "e xce ss rent" 
from tenant of £2.20. 
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CHAPTER 10; CLAIMS 




10.01 This chapter gives guidance on claims for standard and 
certificated housing benefit. (For renewal claims, see chapter 
13 paragraphs 13.56, 13.61 and 13.74). 



MANNER AND EFFECTIVE DATE OF CLAIM 



Regs 31(1) 
&28(l)(a) 




Direct claim to the authority for standard housing benefit 

10.02 The effective date of the claim is the date on which a 
written claim is received by the authority: that is, the date on 

which the authority first receives a letter or notice stating 
that the writer wishes to claim housing benefit, or a partially 
or fully completed claim form (if no letter or notice has been 
previously been received). The effective date of claim may 
therefore precede the date on which the completed claim form is 
returned. A telephone call does not constitute an effective 
claim for housing benefit. 



Anticipating eligibility 

10.03 Where a claimant is not eligible for housing benefit on 
the date of claim, but it is known that he or she will shortly 
become eligible (for example, because he or she is about to move 

Reg 28(7) into a flat) the claim should be treated as a claim in advance 

and the effective date of claim will be the date on which that 
person first became eligible. 

10.04 




Reg 28(5) 



An unsuccessful claim for supplementary benefit 

10.05 When a DHSS local office notifies a claimant that his or 
her claim for qualifying supplementary benefit has been 
unsuccessful, and he or she is not already getting standard 
housing benefit, they will enclose a copy of the local 
authority’s standard housing benefit claim form. If a claim for 
standard housing benefit is then made within one month of the 
date on which the claimant was informed that his or her claim for 
qualifying supplementary benefit was unsuccessful, the effective 
date of claim for standard housing benefit is backdated to the 
date of claim for supplementary benefit. The DHSS local office 
will note both the date of claim for supplementary benefit, and 
the date on which the form was issued on the housing benefit 
claim form. If the claim for supplementary benefit failed on 
income grounds only, the "excess income" figure will also be 
noted on that form (see chapter 12, paragraph 12.21). If the 
person does not claim housing benefit within one month of being 
notified that the claim for supplementary benefit was 
unsuccessful, the effective date of claim will be as in paragraph 
10 . 02 . 



10.06 - 10.09 
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Reg 31(2) 



Reg 28(1) 
0 >) 



Reg 29(6) 

(a) 



Reg 28(6) 



Successful claim for qualifying supplementary benefit 

10.10 Where a claimant is awarded qualifying supplementary 

benefit, no separate claim for certificated housing benefit s 
required. The DHSS local office will send the authority a 
certificate (form A359 or form A359(IP) ) stating that the 
claimant is entitled to qualifying supplementary benefit. The 
effective date of claim for certificated housing benefit is the 
date in respect of which qualifying suppplementary benefit is 
first awarded: this date will be recorded on the certificate. 

10.11 - 10.14 

Claimant ceases to qualify for supplementary benefit 

10.15 If a claimant stops receiving qualifying supplementary 
benefit, the DHSS local office will send the local authority a 
cancellation notice (form A360). The local authority must then 
send the claimant a standard housing benefit claim form. (If the 
claimant has ceased to qualify for supplementary benefit on 
income grounds only, the local office will also attach form A363 
to the cancellation notice, recording the excess income 
figure). If the person claims standard housing benefit within 
one month of the date on which certificated housing benefit was 
withdrawn, the effective date of claim is the date on which 
certificated housing benefit ceased. 

10.16 - 10.19 
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ADMINISTRATION OF THE CLAIM 



€ 

Standard cases 

10-20 Claims for rent and rates assistance are technically 
separate claims to the relevant housing, local or rating 
authority. Authorities are however encouraged to use a single 
form to cover claims for both rent and rate assistance. 

Information to be asked for on claia foms 

10.21 The completed claim form should provide all or most of the 
information necessary to determine whether a person is eligible 
for housing benefit, and to calculate entitlement. In 
Reg 32(2) particular, the form should ask for such information and evidence 

as the authority reasonably requires on the following :- 

a. the amount of payments by way of rent or rates made 
by the claimant or other people living with the claimant; 

b. rental income from tenants or sub-tenants; 

c. the number and identity of other occupiers of the 
dwelling and, in the case of non-dependants, their age 
group and whether they are or could be in receipt of one 
of the specified benefits for the purposes of the 
modified non-dependant deduction (see chapter 9, 
paragraphs 9.30 to 9.39); 

e. the terms of the tenancy or licence in a rent 
allowance case; 

f. the gross income of the claimant and any partner, 
(including details of any capital, where the local 
authority considers this necessary to establish the amount 
of interest); and 

g. whether the claimant or the claimant's partner is 
blind or otherwise handicapped. 

An authority need not request a repeat of information which has 
already been provided, or which is otherwise in the council's 
possession. 

Further information needed 

10.22 If the completed claim form does not provide sufficient 
information to determine entitlement, the authority should 
contact the claimant to ask for such further information or 
evidence as it requires. 

Information to be given on claim forms 

10.23 The claim form must notify the claimant that he or she 

Reg 32(3) must inform the authority of any changes in circumstances, and 

Indicate the kind of changes in circumstances which must be 
notified. 

r 



f 
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Reg 32(6) 
Reg 32(4) 

Reg 32(7) 



Reg 32(8) 



Cases share no detemioat ion. is required 

10*24 Where a claim has been made, authorities must proceed to a 
determination unless :- 

a. the claim is withdrawn; or 

b. the claimant fails to provide the necessary information 
or evidence which the authority has requested. Where the 
claimant does not respond within 6 weeks of the request, 
authorities may treat the claim as withdrawn unless they 
consider there was good cause for the failure, or 

c. the claimant is already receiving benefit and a repeat 
claim is made more than two months before the end of the 
current benefit period. 

10.25 - 10.29 



Certificated cases 
Weed to obtain information 

10.30 Information provided on the certificate will give details 
of non-dependants (including boarders) living with the claimant, 
and information on joint ownership or tenure. The authority will 
therefore only need to obtain further information about the 
claimant in order to determine the claim if:- 

a. the claimant is a private tenant; or 

b. the claimant has a tenant or sub-tenant; or 

c. the claimant has a non-dependant who qualifies or may 
qualify for the modified non— dependant deduction (see 
paragraphs 9.30 to 9.39); or . 

d. it appears that a joint tenancy /agreement may have 
been created with a non-dependant to take advantage of the 
housing benefits scheme (see chapter 2, paragraphs 2.55 to 
2.59); or 

e. it appears that the claimant may be disentitled (see 
chapter 2 paragraphs 2.65 to 2.70). 

Forms A367 and A365 



10.31 If the claimant is a private tenant, the DHSS local 
office will send him or her form A367, which asks for details of 
the rent and rates paid by the claimant. If the claimant 
sub-lets part of the home, he or she will be sent form A365 by 
the DHSS local offices, which requests details of income from 
sub-letting. The certificate will indicate whether form A365 has 
been sent. In either case the claimant will be asked to complete 
and return the form to the local authority. 
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10.32 Where form A367 or form A365 is not returned authorities 
should issue a reminder. If the claimant still fails to respond, 
the DHSS local office should be informed. They will then follow 
up the matter with the claimant and, in due course, inform the 
authority of the outcome. Authorities must continue to treat the 
claim as valid, pending either receipt of a cancellation notice 
(form A360) or further information from the DHSS local 

office. 

Insufficient information provided 

10.33 Where the claimant provides some information, hut 

insufficient details or evidence, it is the authority’s 
responsibility to ask for such further information as is 
necessary and if appropriate to make an interim payment (see 
chapter 14, paragraphs 14.21 -14.24). It is the local 
authority’s responsibility to obtain the further information 
required: the DHSS local office should not be asked to do so. 

10.34 - 10.99 
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CHAPTER 11: 



CALCO'LATIOH OF ENTITLEMENT 



11.01 This chapter gives guidance on the calculation of 
entitlement in standard and certificated cases® Guidance on 
determinations and grant of benefit is given in chapter 13, and 
guidance on the calculation of housing benefit supplement is 
given in chapter 12® 



STANDARD CASES 
General 

11.02 The authority should first check whether the claimant is 
eligible for housing benefit (see chapter 2), and if necessary 
request the claimant, in writing, to supply any further 
information or evidence which it requires for the purpose of 
assessing entitlement. Where it appears that a non— dependant may 
qualify for the modified non— dependant deduction, the authority 
must write to the claimant to obtain a signed statement from the 
non— dependant (see chapter 10, paragraph 10.14). An authority 
should not however delay the calculation of entitlement pending 
receipt of a signed statement from the non— dependant : 
entitlement may, if necessary, be adjusted restrospectively to 
take account of the modified non- dependant deduction. 

Assessment of relevant information 

11.03 The authority must then calculate the following: 

a. weekly eligible rent and/or rates (see chapters 3-6); 

b. weekly income over the benefit period applying any 
disregards that may be appropriate (see chapter 7); 

c. the appropriate needs allowance (see chapter 3); and 

d. the amount of any non— dependant deductions (see chapter 

9) * 

In the case of modified non— dependant deductions, the lower rate 
will apply from the start of the benefit period or the week in 
which the qualifying conditions are first satisfied, whichever is 
the later. 

11.04 - 11-09 
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Calculation of entitlement 



11.10 Paragraphs 11.11 to 11.13 explain how standard housing 
benefit is normally calculated. Different rules apply where a 
high rent scheme has been authorised (see chapter 18 paragraph 
18.07). 

Income equals needs allowance 

(See Annex A, example 1) 

Keg 22(4) 11.11 Where the claimant's assessed weekly income equals his or 

her needs allowance, housing benefit entitlement is 60% of 
eligible rent and/or rates, less any non-dependant deductions. 
This is known as the "basic entitlement" figure. Rent and rate 
calculations must be done separately so that if, for example, 
non-dependant deductions from rent assistance exceed 60% of the 
eligible rent, but non-dependant deductions from rate rebate are 
less than 60% of eligible rates, the residual rate rebate should 
be paid. 

Income higher than needs allowance 

(See Annex A, example 2) 

Reg 22(5) 11.12 Where assessed income is higher than the needs allowance, 

the "basic entitlement” figure is reduced by a proportion of the 
income over needs (the difference between the claimant's income 
and needs allowance). The proportions are as follows 

a. 29% of income over needs in the case of a rent rebate 
or rent allowance 

b. 13% of income over needs in the case of a rate rebate. 
These proportions are known as "taper deductions." 

Income lower than needs allowance 

(See Annex A, examples 3-5) 

Reg 22(6) 11.13 Where assessed income is lower than the needs allowance, 

the "basic entitlement" figure is increased by a proportion of 
the shortfall in income (the shortfall being the difference 
between the claimant's income and needs allowance). There are 
different proportions for pensioners and non-pensioners : - 

a. where the claimant or the claimant's partner is of 
pensionable age (ie 65 for a man or 60 for a woman) the 
proportions are:- 

i. 50% of the shortfall in income in the case of a 
rent rebate or rent allowance; 

ii. 20% of the shortfall in income in the case of a 
rate rebate; 
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b. for non-pensioners the proportions are:- 

i. 25% of the shortfall in income in the case of a 
rent rebate or rent allowance, 

ii. 8% of the shortfall in income in the case of a 
rate rebate. 

These additions are known as "taper additions". 

Mon— dependant deductions exceed 60% of eligible rent/rates 



» 



Reg 23 



Reg 23(2) 




Reg 27 



11.14 Where non-dependant deductions are greater than 60% of the 
eligible rent or rates, so that the "basic entitlement" figure is 
a negative sum, the "taper additions" should be added to the 
negative figure, and not to zero. (See Annex A, examples 4 and 

5) * 

11.15 - 11.19 



Maximum and minimum benefit 

(See Annex A, examples 4 and 5) 

11.20 Housing benefit entitlement calculated in accordance with 
paragraphs 11.11 - 11.13 above is subject to maximum and minimum 
payment rules. The maximum housing benefit which may be paid 
under the statutory scheme is 100% of eligible rent and rates 
less (in each case) any non-dependant deductions. 

11.21 The minimum benefit which can be paid in standard case is 
as follows :- 



Rent rebates/allowances Rate rebates 

a. standard cases with income 20p lOp 

below the needs allowance 

b. standard cases with incomes 
equal to or above the needs 

allowance who qualify for 20p lOp 

housing benefit supplement (HBS) 

c. standard cases with incomes 
equal to or above the needs 

allowance and not qualifying 50p 50p 

for HBS 

If the claimant’s entitlement to a housing benefit is below the 
appropriate minimum, that benefit is not payable. 

Principal earner 

11.22 An authority may in certain circumstances calculate 
standard housing benefit as though a non-dependant of the 
claimant was the eligible person. The claimant would then be 
treated as a non-dependant. These powers may only be exercised 
where the non-dependant of the claimant appears to have a higher 
income than the claimant and the authority has grounds for 
considering that in the special circumstances of the case, it 
would be reasonable to do so. An example of where it might be 
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appropriate to consider using these powers would be where a 
tenancy which had been in the name of a person with a high 
income, is transferred to the name of an elderly non-dependant 
with a much lower income, so that the latter could claim benefit. 

11*23 Authorities are not expected to make enquiries into the 
income of a non-dependant as a matter of course. This power 
should be used sparingly, and only where it is clear that there 
would otherwise be an abuse of public funds. 

11.24 



Local discretion 

11.25 Local authorities may vary the calculation of standard 
housing benefit under a local scheme, or grant additional amounts 
of benefit to individual claimants whose circumstances are 
exceptional. Tor details, see chapter 17. 

11.26 - 11.29 
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CERTIFICATED CASES 



General 

11.30 Where a certificate is received in respect of a claimant, 
the authority is (subject to paragraphs 2.81 to 2.82 of chapter 
2) required to treat that person as eligible for housing 
benefit. The authority may need to obtain further information 
from the claimant concerning rent (if the claimant is a private 
tenant), rental income from tenants or sub-tenants, or 
qualification for modified non-dependant deductions (see chapter 
9). An authority should not however delay calculation of 
entitlement pending receipt of a signed statement from the 
non-dependant: if necessary benefit may be determined on the 
basis of the higher rate non-dependant deduction and arrears paid 
when entitlement ot the lower rate has been established. 

Assessment of relevant information 

11.31 When the authority is satisfied that it has all the 
information and evidence which it requires, it must calculate :- 

a. weekly eligible rent and/or rates (see chapters 3-6); 
and 

b. the amount of any non-dependant deductions (see 
chapter 9) . 

In the case of modified non-dependant deductions, the lower rate 
will apply from the start of the benefit period or the week in 
which the qualifying conditions were first satisfied, whichever 
is the later. 

11.32 - 11.34 



Calculation of entitlement 

(See Annex B, examples 1 and 2) 

11.35 Certificated housing benefit is (subject to paragraphs 
11.14-11.18 below) 100% of eligible rent and/or rates less, in 

Reg 24(1) either case, any non-dependant deductions. The discretionary 

powers referred to in paragraph 11.25 do not apply in 
certificated cases. If the certificate of entitlement indicates 
that the amount of any water charge will be re-imbursed 
centrally, an amount equal to the water charge should be added to 
any housing benefit entitlement. The water charge should 
continue to be paid/rebated even if housing benefit entitlement 
is nil. 

11.36 Special rules apply in certificated cases where the 
claimant has a sub-tenant or tenant — see chapter 9 paragraphs 
9.75 to 9.87. 

11.37 - 11.49 
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Maximum and minimum 'benefit 



11.50 The maximum amount of benefit which can be paid is the 

Reg 23 eligible rent and/or rates less any non-dependant deductions. 

The minimum payment which can be made is 20p in the case of a 
rent rebate, and lOp in the case of a rate rebate. 

Interim payments 

11.51 If, in a certificated rent allowance case, an authority is 
unable to calculate entitlement within 14 days of receiving a 
certificate, it should (unless it has no information on which to 

Reg 40(1) make an assessment) make an interim payment of benefit. (See 

chapter 14 paragraphs 14.21 to 14.23.) 

Part weeks 

11.52 The period covered by a certificate is sometimes less than 

seven days. If there is a benefit day (see chapter 13 paragraph 
13.80 below) within the certificated period, the claimant is 
entitled to a full week’s certificated housing benefit. If there 
is no benefit day within the certificated period, there is no 
entitlement to certificated benefit. In the latter case, the 
claimant may be eligible for standard housing benefit for the 
whole of the week in which the certificated period falls: any 

supplementary benefit received during that week would be 
disregarded as income (see chapter 7, paragraph 7.66). 

11.53 - 11.59 
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RENT FREE WEEKS 



11.60 There is no entitlement to a rent rebate or allowance (or 
rate rebate where rates are paid with rent) during a rent free 
week. In both standard and certificate cases, authorities 
should : - 



Reg 14(2)&(3) 



Regs 22(7) & 
24(2) 



a. divide the aggregate amount of rent payable in the year 
by 52 or 53 to arrive at an adjusted weekly figure; 

b. assess eligible rent and rates on the basis of the 
adjusted weekly figure calculated under a.; 

c. calculate benefit entitlement in the normal way; 

d. multiply the amount arrived at at c. by 52 or 53 as 
appropriate to produce an annual figure; 

e. divide the annual entitlement by the number of weeks 
for which rent is liable to be paid. 



The resulting amount of benefit is paid in the weeks in which 
there is a liability to pay rent (see also chapter 13 paragraphs 
13.87 to 13.88 and chapter 14 paragraph 14.03). 

Example 



Rent and rates of £45.50 a fortnight (£22.75 a week) are payable 
every other Monday. There are two rent-free fortnights in the 
year. 



The weekly eligible rent and rates are £21 (ie £45.50 x 24 52) 

and standard housing benefit is calculated as £16.50 a week. The 
authority chooses Monday as the benefit day, so the claimant is 
entitled to £17.88 (ie £16.50 x 52 -4* 48) on each Monday other 
than the four rent-free Mondays in the year. In practice, the 
claimant would be granted a rebate of £35.76 (ie 2 x £17.88) 
every rent day. 



11.61 - 11.99 



<r 
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CHAPTER 11 ANNEX A 



STANDARD BENEFIT 

Ex& aple 1: Income — needs allowance 

Single pensioner with assessed weekly income of £48.95 
Needs allowance (£48.10 + £0.85) £48.95 

Weekly eligible rent: £20 
Weekly eligible rates: £5 

Rf*nt. rebate/ allowance (60% of £20.00) = £12.00 

Rate rebate (60% of £ 5.00) = £ 3.00 

TOTAL HOUSING BENEFIT £12.00 + £3.00 = £15.00 



f 



r 



er 



Printed image digitised by the University of Southampton Library Digitisation Unit 



(Arndt 2) 



CHAPTER 11 ANNEX A 



STANDARD BENEFIT 

Excuaple 4; Claimant with non— dependant (nltiliarmi payment ) 

Single pensioner with 2 non-dependants aged 22 and 24, both in 
full time work. 

Assessed weekly income = £41.25 

Needs allowance (£48.10 + £0.85) = £48.95 

Shortfall of income = £ 7.70 



Non-dependant deductions 2 x £7.80 (rent) + 2 x £2.60 (rates) 

Weekly eligible rent: £20 
Weekly eligible rates £6.20 



Rent rebate/ allowance 


(60% of £20) 
less non-dependant deductions 


£12.00 

£15.60 




plus (50% of £7.70) 


- £ 3.60 
+ £ 3.85 






=[£ 0.25] 


NB 25p is above the minimum rent rebate/allowance payment for 
people with incomes below the needs allowance level. 


Rate rebate 


(60% of £6.20) 
less non— dependant deductions 


£ 3.72 
- £ 5.20 




plus (20% of £7.70) 


- £ 1.48 
+ £ 1.54 



=[£0.06] 



But 6p is below the minimum rate rebate payment for people with 
incomes below the needs allowance level, so no rate rebate is 
payable . 

TOTAL HOUSING BENEFIT £0.25 + NIL = £0.25. 
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CHAPTER 11 A1MEX A 




STANDARD BENEFIT 

Example 5; Claiiaant wx th non— dependant payment ) 

Single handicapped pensioner with 1 non-dependant aged 30, in 
fall time work. 

Assessed weekly income = £43.40 

Needs allowance (£53.65 + £0.85) = £54.50 

Shortfall of income = £11.10 

Non-dependant deductions £7.80 (rent) + £2.60 (rates) 

Weekly eligible rent £10 
Weekly eligible rates £6.00 

rebate/allowance (60% of £10.00) = £ 6.00 

less non-dependant deduction - £ 7.80 



- £ 1.80 

plus (50% of £11.10) + £ 5.55 



=[£ 3.75] 

But maximum benefit payable is eligible rent less non— dependant 
deduction. £10 — £7.80 = £2.20, so rent rebate/allowance is 
£ 2 . 20 . 



Rate rebate (60% of £6.00) = £ 3.60 

less non-dependant deductions £ 2.60 



1.00 



plus (20% of £11.10) £ 2.22 



= £ 3.22 

[£3.22 is less than the maximum rate rebate payable, which 
would be £6.00 - £2.60 = £3.40] 

TOTAL HOUSING BENEFIT IS £2.20 + £3.22 = £5.42 



% 
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CHAPTER II ANNEX B 



CERTIFICATED BENEFIT 



Example I; Claimant with. 2 non-dependant s aged 20 and 25, both 
working-^ Mater charges certificated. ‘ 



Eligible rent 


£12 


.00 










Eligible rates 


£5 


.25 










Water charges 


£ 1 


.00 










Non-dependent deductions 


2 x £7 . 


80 


(rent) and 2 x £2.60 (rates) 


Rent rebate/ allowance is 




£12 


.00 




less non— dependant 


deductions 




£15 


.60 








= 


[ • 


- £ 3 


.60 


1 


Rate rebate is 








£ 5 


.25 




less non— dependant 


deductions 




£ 5 


.20 








ss 




[ £ 0 


.05 


] 


But minimum rate rebate 


payable 


is 


lOp, 


so 


rate rebate is NIL. 



TOTAL HOUSING BENEFIT NIL, but water charge of £1 rebated/paid in 
full. 



ft- 
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CHAPTER 11 ANNEX B 



Exa mple 2s Claimant with sub-tenant, Mater charges certificated 

Eligible rent (before deducting rent from sub-tenant); 

Reckonable rent from sub-tenant (see chapter 3, part V); 

So claimant’s eligible rent is (£15.00 - £20.00) 

"Excess rent" from sub-tenant is £5 
Eligible rates £4.50 
Water charges £1 

Rent rebate/allowance is NIL 

Rate rebate is £4.50 

less 'excess rent* of £5.00 

- £0.00 = NIL 

TOTAL HOUSING BENEFIT NIL, but water charge of £1 rebated/paid in 
full. 

Authority to notify DHSS local office that claimant has "excess 
income" fro® sub-tenant of £0.50. 



£15 

£20 

NIL 
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CHAPTER 12 s HOUSING BENEFIT SUPPLEMENT 




SB Reqts 
Reg 19 



12-01 This chapter gives guidance on the calculation and payment 
of housing benefit supplement* 



THE NATURE OF HOUSING BENEFIT SUPPLEMENT 

Purpose 

12.02 The purpose of housing benefit supplement is to ensure 
that people who satisfy the basic eligibility rules for supple- 
mentary benefit, but who do not qualify for that benefit because 
their income is too high, are not left worse off, after paying 
their rent and rates, than people getting supplementary benefit. 

Status of Housing Benefit Supplement 

12«03 Housing benefit supplement is supplementary benefit, and 
is provided for in the Supplementary Benefit (Requirements) 
Regulations 1983. It is calculated and paid by local 
authorities, but is formally awarded by adjudication officers 
in DHSS local offices. All awards of housing benefit supplement 
entitlement must therefore be referred to the DHSS local office 
for formal authorisation. 

Eligibility 

Eligibility for supplementary benefit 

12.04 Claimants are only eligible for housing benefit supplement 
if they fulfil the basic eligibility rules of the supplementary 
benefit scheme. This means that people are not eligible if for 
example : - 



a. they are in full-time work (normally 30 hours a week, 
or 35 hours for disabled people); or 

w 

b. they have more than £3,000 capital. 

Trade Disputes 

12.05 Housing benefit supplement is not payable where the 
claimant, or any member of the claimants* supplementary benefit 
assessment unit, is affected by, or returning to work following, 
a trade dispute. 

Entitlement to bousing benefit 

12.06 Claimants are also only eligible for housing benefit 
supplement if they are in receipt of standard housing benefit, or 
would be but for the minimum payment rule (see Chapter 11, 
paragraph 11.21). People who are not entitled to housing 
benefit, other than because of the mimimum payment rule, cannot 
get housing benefit supplement. 

% 12.07 - 12.09 
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ROUTES TO HOUSING BENEFIT SUPPLEMENT 

12.10 Housing benefit supplement is not claimed as a benefit in 
its own right. A person can only qualify for housing benefit 
supplement by claiming both supplementary benefit and standard 
housing benefit. 

Claim for supplementary benefit made first 
Claimant eligible for supplementary benefit 

12.11 Where a person claims supplementary benefit before 
claiming housing benefit, but the claim for supplementary benefit 
fails on income grounds only (that is, the person is eligible for 
that benefit, but their income is too high for them to have any 
entitlement ) the DHSS local office will send that person the 
local authority 's claim form for standard housing benefit. The 
form will record the date of claim for supplementary benefit and 
the date on which the housing benefit claim form was issued. Both 
of these dates are relevant for the start of entitlement to 
housing benefit and housing benefit supplement - see paragraph 
12.57. It will also record the amount of the claimant's "excess 
income" (see paragraph 12.21). When the local authority receives 
the completed claim form, it should calculate housing benefit 
supplement as set out in paragraphs 12.20 to 12.38. 

Claimant not eligible for supplementary benefit 

12.12 Where a person claims supplementary benefit first but is 
not eligible for that benefit (for example because they are in 
full-time work or have capital in excess of £3,000) the DHSS 
local office will issue a standard housing benefit claim form 
recording the date of claim for supplementary benefit and the 
date on which the claim form was issued, but no excess income 
figure. The authority need not then take any action in relation 
to housing benefit supplement. If the person makes a claim for 
standard housing benefits within one month of being notified that 
the claim for supplementary benefit was unsuccessful, the 
effective date of the housing benefit claim will be the date of 
claim for supplementary benefit (see chapter 10, paragraph 
10.05). 

Claim for standard housing benefit made first 

12.15 Where a person has claimed standard housing benefit, and 
subsequently claims supplementary benefit, the DHSS local office 
will notify the local authority direct if there is an "excess 
income" figure (that is, if the person fails to qualify for 
supplementary benefit on income grounds only). The authority 
should then proceed to calculate housing benefit supplement as 
set out in paragraphs 12.20 to 12.38. If the person is not 
eligible for supplementary benefit, the local office will not 
send any notification to the local authority. 

12.16 Authorities should take steps to try to identify those 
claimants for standard housing benefit who might be entitled to 
supplementary benefit or housing benefit supplement - see 
paragraphs 12.90 to 12.95. 
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Claimant ceases to qualify for supplementary benefit 

12*17 When qualifying supplementary benefit ceases on income 
grounds only (ie the claimant is still eligible for supplementary 
benefit), the DHSS local office will issue form A360 to cancel 
certificated housing benefit in the usual way (see chapter 13, 
paragraphs 13.60 to 13.63), but will also attach form A363, 
notifying the excess income figure. This enables the authority to 
calculate housing benefit supplement when a claim for standard 
housing benefit is received. 

12.18 - 12,19 

CALCULATION OF HOUSING BENEFIT SUPPLEMENT 

12.20 Housing benefit supplement Is calculated by comparing two 
f igures : 



a. the "excess income" notified by the DHSS local 
office; and 

b. the claimant ! s "net housing costs". 

Excess income 

12.21 The "excess income" figure notified by the DHSS local 
office is the amount by which the claimant’s income (as assessed 
under supplementary benefit rules) exceeds the amount of his or 
her supplementary benefit requirements. For example, if the 
claimant’s income was £45, and supplementary benefit requirements 
were £40, the "excess income" would be £5. 

Incoaa equals requirements 

12.22 In some cases the claimant’s income may be exactly the 
same as his or her supplementary benefit requirements. A 
certificate cannot be issued in such a case because no 
supplementary benefit is in payment. Instead housing benefit 
supplement should be calculated on the basis that there is no 
excess income (see paragraph 12.32). Authorities will be able to 
identify cases like this because the housing benefit claim form 
(or form A363) will be noted "Income exactly equals 
requirements". 

12.23 - 12.24 



Net housing costs 

12.25 The "net housing costs" figure is calculated by first 
taking the eligible rent and/or rates figure which has been 

calculated for standard housing benefit purposes (see chapters 3 
and 6). r 
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12.26 If a deduction has been made for amenities in calculating 
standard housing benefit, this must be compared with the amount that 
would have been deducted if the case had been certificated (see 
chapter 4 paragraphs 4.20 to 4.36). If the deduction actually made 
is greater than the deduction that would have been made had a certi- 
ficate been issued, the eligible rent for housing benefit supplement 
purposes must be increased by the amount of the difference. 

Er tple Rent payable £24.25, including £8.25 for heating. 

Eligible rent for standard housing benefit purposes = £16 
But maximum deduction for heating in certificated cases 
is £6.70 

So eligible rent for purposes of calculating HBS is 
£16 + (£8.25 - £6.70) £1.55 = £17.55. 

It should be noted that the calculation of eligible rent for 
standard housing benefit purposes does not change. The addition of 
the excess amenity charge to eligible rent applies only to the 
calculation of net housing costs for housing benefit supplement 
purposes. 

Amounts to be deducted in calculating net bousing costs 

12.27 The eligible rent and/or rates, calculated as described in 
paragraphs 12.25 to 12.26, are then reduced by the following, to 
give the net housing costs figure:- 

a. the amount of any non-dependant deductions which have 
been made in calculating standard housing benefit; and 

b. the amount of any standard housing benefit payable, or 
which would have been payable but for the minimum payment 
rule (see chapter 11, paragraph 11.21). This includes any 
standard housing benefit awarded under a local scheme or 
regulation 25 (see chapter 17). 

Note that if no standard housing benefit is payable, other than 
because of the minimum payment rule, there is no entitlement to 
housing benefit supplement. (see paragraph 12.06). 

gMEElg- 

Eligible rent (including £1.55 excess amenity charge) = £18 

Eligible rates = £7 

Total eligible rent and rates = £25 

Non-dependant deductions: £10.40 

Standard housing benefit: £8.50 

Net housing costs are £25 minus (£10.40 + £8.50) £18.90 = £6.10 

12.28 - 12.29 



The calculation 

12.30 Housing benefit supplement is the amount by which the "excess 
income" figure falls short of the net housing costs. 

Example : Net housing costs: £6.10 

Excess income: £4.20 

Housing benefit supplement: £1.90 
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If net housing costs were equal to or less than the excess 
income, there would be no entitlement to housing benefit 
supplement . 

12.31 A fully worked example is at the Annex to this chapter. 
Calculation where income equals requirements 

12.32 If income exactly equals requirements (see paragraph 
12.22), the amount of housing benefit supplement will be the full 
amount of the net housing costs (because there is no excess 
income to take off). 

Example Net housing costs: £6.10 

Excess income: Nil 

Housing benefit supplement: £6.10 

12.33 - 12.34 



Minimum payment 

12.35 There is no minimum housing benefit supplement payment 
(that is, an amount of as little as lp should still be paid). 

12.36 The minimum standard housing benefit payment for claimants 
in receipt of housing benefit supplement is 20p (rent) and lOp 
(rates), even where income is above the needs allowance level 
(see chapter 11, paragraph 11.21, and Annex to this chapter). 

12.37 



Mo entitlement to housing benefit supplement 



12.38 Where a claimant is not entitled to housing benefit 
supplement but it appears that he or she may be entitled 
following a change in circumstances, the original excess income 
figure must not be used again. The claimant must always make a 
repeat claim for supplementary benefit and a new excess income 
figure must be notified by the DHSS local office. 



12.39 
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AUTHORISATION OF PAYMENT 



Interim Payments 

12.40 When entitlement to housing benefit supplement has been 
calculated, payment is initially made on an interim basis. This 
is because the local authority must obtain formal authorisation 
for payment from an adjudication officer in the DHSS local 
office. 



Notification to DHSS local office 

12.41 Having made an interim award, the authority must send a 
notification (with one copy) to the DHSS local office giving 

a. the claimant's name and DHSS reference number; 

b. the excess income figure; 

c. the eligible rent and rates figure for housing 
benefit supplement purposes (see paragraphs 12.25 to 
12.26); 

d. the amount of any deductions for non-dependants; 

e. the amount of standard housing benefit; 

f. the amount of housing benefit supplement; and 

g. the date from which housing benefit supplement is 
awarded (see paragraphs 12.55 to 12.59). 

Authorisation by the adjudication officer 

12.42 Normally, the adjudication officer will authorise the 
award as calculated by the local authority. Occasionally 
however, he or she may authorise a different amount or amend the 
date from which housing benefit supplement is awarded. If this 
happens, he or she will add an explanation as to why it has been 
altered. In either case the notification, duly authorised, will 
be returned to the local authority. 

Subsequent LA action 

12.43 If the adjudication officer has authorised payment of 
benefit as calculated by the authority, payment of housing 
benefit supplement should continue unchanged. 

12.44 Where a different amount has been authorised, the revised 
award must be implemented as follows : - 

a. if too much has been paid, the revised figure must be 
implemented as soon as possible after the notification has 
been returned by the adjudication officer. Authorities 
should take no action to recover the overpayment (but see 
also Chapter 21, paragraphs 21.15 to 21.18); or 

b. If too little has been paid, arrears should be paid 
at the time the increased award is put into effect. 

12.45 - 12.49 
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PAYMENT OF HOUSING BENEFIT SUPPLEMENT 



Method of payment 

12-50 Housing benefit supplement is normally paid by enhancement 
of a rent rebate or allowance (or rate rebate, in the case of an 
owner-occupier). Where the standard rent rebate or allowance 
plus housing benefit supplement exceeds 100% of the eligible 
rent, the balance of the housing benefit supplement should be 
applied to the rate rebate. 

Rent free weeks 

12.51 Where a "rent free week" systems is in operation, housing 
benefit supplement must be calculated on a 52/53 week basis, but 
the amount may be adjusted for payment purposes in line with the 
grant of standard housing benefit. No payment would then be made 
in a rent free week. 



First payment 

12.52 Authorities are expected to calculate and pay housing 
benefit supplement (initially on an interim basis) within the 
same 14 day time limit as applies to the determination of housing 
benefit entitlement. 

12.53 - 12.54 



Start date of entitlement 
Claim for standard housing benefit made first 

12.55 If a person unsuccessfully claims supplementary benefit 
within one month of being notified of his or her standard housing 
benefit entitlement, the start date for entitlement to any 
housing benefit supplement will be the date of claim for standard 
housing benefit. 

12.56 Where more than one month has elapsed between notification 
of housing benefit entitlement and the claim for supplementary 
benefit, the start date for entitlement to any housing benefit 
supplement will be the date of claim for supplementary benefit, 
and not the date of claim for standard housing benefit. 

Claim for supplementary benefit made first 

12.57 If a person claims standard housing benefit within one 
month of being notified that their claim for supplementary 
benefit was unsuccessful, the start date for entitlement to 
housing benefit supplement will be the date of claim for 
supplementary benefit, and not the date of claim for standard 
housing benefit. 

12.58 Where more than one month has elapsed between notification 
that the claim for supplementary benefit was unsuccessful and the 
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claim for standard housing benefit, the start date for 
entitlement to housing benefit supplement will be the date of 
claim for standard housing benefit. 

Housing benefit supplement awarded following cancellation of a 
certificate 

12.59 If a claim for standard housing benefit is made within one 
month of the end of a period of certificated housing benefit, 
entitlement to housing benefit supplement begins immediately 
after that period ended (as does standard housing benefit itself 
- see chapter 10 paragraph 10.15). 

12.60 - 12.64 
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NOTIFICATION TO CLAIMANTS 



Notification 

12.65 Authorities must notify claimants of their award of 
housing benefit supplement. A standard letter of notification is 
at Appendix 14. 



Enquiries 

12.66 If the claimant asks how his or her housing benefit 
supplement has been worked out, the request must be dealt with by 
the DHSS local office and not by the authority: only the DHSS can 
explain how the "excess income" figure is arrived at. 

Authorities are, however, responsible for providing the claimant 
with an explanation of the calcualtion of standard housing 
benefit which will affect the amount of housing benfit 
supplement. 



Appeals 

12.67 DHSS local offices are responsible for handling appeals on 
housing benefit supplement. These will be considered within the 
supplementary benefit appeals system. Authorities are expected 
to provide on request any information needed for the purposes of 
handling the appeal, in addition to that provided on the 
notification to the DHSS local office (see paragraph 12.41). The 
normal review procedures apply with regard to the claimant’s 
standard housing benefit (see chapter 15). 

Entitlement to other benefits 

12.68 Because housing benefit supplement is supplementary 
benefit, it carries with it access to supplementary benefit 
single payments and also entitlement to:- 

a. exemption from NHS charges for dental and optical 
treatment, wigs and fabric supports; 

b. exemption from prescription charges; 

c. free milk and vitamins for children under 5 and 
expectant mothers; 

d. help with hospital fares; 

e. free school meals. 

It is important that the letter of notification to claimants 
draws attention to these additional rights . Claimants can get 
further information about supplementary benefit single payments 
and any of items (a) to (d) from the DHSS local office. 

Enquiries about free school meals should be referred to the 
education authority. 

12.69 - 12.74 
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CHANGES IN CIRCUMSTANCES 
Claimant duty 

12-75 Claimants have a duty to notify authorities of any change 
in circumstances which would affect their entitlement to standard 
housing benefit or housing benefit supplement. 

Change does not affect "'excess income” figure 

12-76 Where the change in circumstances concerns only the level 
of eligible rent or rates, the "excess income" figure will not be 
affected. Nor will a change in the number or status of non- 
dependants affect the "excess income" figure unless the claimant 
is an owner-occupier. In these circumstances, the authority 
should revise the standard housing benefit award and the "net 
housing costs” figure, and make any necessary adjustment to 
housing benefit supplement. The DHSS local office must be 
notified of the revised housing benefit supplement award, and 
they will send confirmation of the new figure. The claimant must 
also be notified of his or her revised entitlement. 

Change affects "excess income" figure 

Referral to DHSS 

12-77 In all other cases following notification of a change in 
circumstances, the authority should pass the information to the 
DHSS local office with a request that the excess income figure be 
reconsidered. In the meantime, standard housing benefit should 
be revised. 

Action by DHSS 

12.78 The DHSS local office will then do one of the following 

a. confirm the existing excess income figure; or 

b. issue a revised excess income figure; or 

c. cancel the excess income figure (where the claimant 
is no longer eligible); or 

d. issue a certificate (where the claimant is now 
entitled to qualifying supplementary benefit). 

In all cases, the DHSS local office will give the effective date 
of change . 

LA action 

12.79 An authority must revise (or cancel) housing benefit 
supplement in the light of the DHSS response. Where a. above 
applies, housing benefit supplement will need to be revised on 
the basis of the new ’net housing costs" figure following the re- 
assessment of standard housing benefit. Where b. above applies, 
housing benefit supplement will be affected by both the new 
"excess income" and the new "net housing costs" figure. Where c. 
or d. above applies, housing benefit supplement is cancelled. 
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Authorisation of revised award 

1 2 . 80 When housing benefit supplement has been revised, the 
authority must apply to the DESS local office for authorisation 
of the award, in the same way as for an initial award (see 
paragraphs 12.40 to 12.41). The claimant must also be notified 
of the revised award. 

12.81 - 12.82 



Changes reported to DESS 

12.83 Housing benefit supplement recipients should report all 
changes to the authority, not the DHSS local office. If changes 
are reported incorrectly to the DHSS local office the information 
will be passed on to the authority. Where the change affects the 
"excess income" figure it will not then be necessary for the 
authority to refer the change back to DHSS for the figure to be 
recalculated. At the same time as the information about the 
change is passed on, the DHSS local office will take the 
appropriate action under paragraph 12.78. The authority should 
then proceed as in paragraphs 12.79 to 12.80. 

U prating of benefits 

12.85 The "excess income" figure will be affected by the 
uprating of supplementary benefit scale rates. The DHSS local 
office will normally revise the excess income figure in advance 
during the course of their uprating exercise. The revised figure 
will be notified to authorities in the same way as other 
revisions, with the effective date of change being the date on 
which benefits are uprated. Authorities should then revise 
housing benefit supplement and implement the revised award from 
the first benefit day in the uprating week. The authority must 
apply to the DHSS local office for authorisation of the award, in 
the normal way. 



Water charges 

12.86 An increase in water charges will affect the claimant's 
"excess income" figure, because water charges will have been 
taken into account in assessing the claimant's supplementary 
benefit requirements. Housing benefit supplement must be revised 
in the normal way, to take account of this change. 

Overpayments 

12.87 For action on overpayments of housing benefit supplement, 
see chapter 21, paragraphs 21.15 to 21.18. 

12.88 - 12.89 
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IDENTIFICATION OF ENTITLEMENT TO SUPPLEMENTARY BENEFIT OR HOUSING 

BENEFIT SUPPLEMENT 

Pensioner cases 

12.90 It is suggested that the following formula is used to 
identify pensioner claimants who may be entitled to supplementary 
benefit or housing benefit supplement. 

a. Identify claimants from information on the housing 
benefit claim form whol- 
ly do not appear to have capital of more than 
£3,000; 

ii. are not in full-time work; 

iii. have income, as assessed for standard housing 
benefit, (ie less disregards) equal to the needs 
allowance plus £6. If a local scheme is operated 
(for example, war or industrial disablement pensions 
are disregarded in full), the authority will need to 
assess the claimant’s income following the standard 
scheme rules in order to make the comparison. 

b. Issue a letter to such claimants inviting them to 
claim supplementary benefit - a model letter is at Appendix 
15 . 



12.91 On receipt of a claim for supplement benefit, the DHSS 
local office will investigate the claim with one of three 
results :- 



a. Claimant is disqualified on capital grounds or is in 
full-time work. No notification will be sent to the 
authority. Standard HB continues in payment. 

b. Claimant is entitled to supplementary benefit. 
Certificate of entitlement will be issued and certificated 
housing benefit will replace standard housing benefit. 

c. Claimant is not disqualified under a. above, but 
income is above supplementary benefit entitlement. DHSS 
local office will notify authority of "excess income" 
figure, and authority calculates whether there is any 
entitlement to housing benefit supplement (see paragraphs 
12.20 to 12.38). 

12.92 - 12.94 
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Non— peas loner cases 



12.95 Non-pensioners are also excluded from supplementary 
benefit or housing benefit supplement if they or their partners 
have capital in excess of £3,000, or if they are in full-time 
work (although they could still be entitled if their partner was 
in full-time work). There is however no satisfactory income 
cut-off point at which it is likely that the majority of 
claimants would, or would not, qualify for housing benefit 
supplement. This is because :- 

a. the needs allowances are based on the supplementary 
benefit long-term scale rate, for which the majority of 
new non-pensioner claimants do not qualify; 

b. under the housing benefit scheme, single parents are 

assessed using the couples* needs allowance: under 

supplementary benefit they receive a single person's, scale 
rate; 



c. non-pensioners comprise a wider range of household 
types and have a greater variety of income sources . 

12.96^ The Department is therefore unable to recommend a single 
formula for use in non-pensioner cases. However authorities are 
encouraged to try to identify these claimants under pension age 
who are not in full-time work and who may be entitled to 
supplementary benefit or housing benefit supplement. Only a 
small number of cases will be involved and it may be possible to 
look at these individually. 

12.97 - 12.99 
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CHAPTER 12 ANNEX 



CALCULATION OF HOUSING BENEFIT SUPPLEMENT 

Income £53.27. Needs Allowance £48.10. Income over needs 
£5.17. "Excess income’* figure notified by DHSS £10. 

Gross rent £25, including £8 heating, £1.00 water charge. 

Step ones Calculate standard housing benefit 



Eligible rent £16.00 
60% of eligible rent £ 9.60 
Less non-dependant deduction (£7.80) £ 7.80 
'Basic entitlement figure' £ 1.80 
Less taper deduction (£5.17 x 29%) £ 1.50 



Rent rebate £ 0.30 



NB 30p is below the minimum payment for a claimant with an 
income above the needs allowance levels (but see step four 
below) . 



Eligible rates £ 5.55 
60% of eligible rates £ 3.33 
Less non-dependant deduction £2.60 £ 2.60 



'Basic entitlement figure' £ 0.73 

Less taper deduction (£5.17 x 13%) £ 0.67 



Rate rebate 



£ 0.06 (not 
payable) 



Step Two: Calculate net housing costs 



Eligible rent for standard housing benefit 
purposes. Add excess heating deduction £16.00 

(£8 - £6.70) £ 1.30 



Eligible rent for HBS purposes £17.30 

Plus eligible rates £ 5.55 

Less non-dependent deduction £22.85 

(£7.80 + £2.60) £10.40 

Less standard housing benefit £12.45 

(£0.30 + £0.06) £ 0.36 

Net housing costs £12.09 



Step Three; Calculate housing benefit supplement 

Net housing costs £12.09 

Less "Excess income" notified by DHSS £10.00 

Housing benefit supplement = £ 2.09 
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Step Four; Ins-cheek standard housing belief it 



Rent rebate of £0.30 now becomes payable because claimant 
is entitled to housing benefit supplement. Rate rebate of 
£0.06 is not payable. 
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CHAPTER 13 GRANT OF HOUSING BENEFIT 



13.01 This chapter gives guidance on determinations, 
notifications to claimants, benefit periods and start and finish 
of entitlement. 



DETERMINATIONS 

General 

Reg 32(5) 13.02 Authorities are required to determine a claim within 14 

days of receiving the information and evidence they reasonably 
require to calculate entitlement or, if that is not reasonably 
practical, as soon as possible after the 14 day period. 

13.03 The 14 day period begins with the provision of the 
necessary information and evidence, not with the date of claim. 

| Authorities are expected to meet the 14 day time limit in the 

majority of cases. Delay will normally only be justified during 
periods of peak pressure such as during the uprating of benefits, 
review periods, following general rent or rate increases, or 
handling the response to a take-up campaign. 

Certificated cases 

13.04 In certificated cases, there should normally be little 
difficulty in meeting the 14 day duty since the claimant is 
entitled to full help with eligible rent and rates (less any 
deductions for non-dependants). In most rebate cases, 
authorities will either receive the relevant information on the 
certificate (including information on non-dependants) or it will 
already be available to the authority (in the form of details of 
rent and rate liability). The 14 day duty will therefore in 
effect run from receipt of the certificate. 

Additional information needed 

r 

13.05 In rent allowance cases, and in rebate cases where there 
are tenants or sub-tenants, further information is needed to 
determine the claim in addition to that provided on the 
certificate. The DH.SS local office sends form A367 to private 
tenants, and form A365 to claimants with tenants or sub- 
sub-tenants, to complete and return to the authority. In these 
cases, the 14 day duty will run from receipt of form A367 or form 
A365, as appropriate, and any necessary verification. If form 
A367 or form A365 is not returned, see chapter 10 paragraph 
10.32. 

41 13.06 Authorities have a further duty in certificated cases to 

make a prompt first payment. For details, see chapter 14 
paragraph 14.20. 

13.07-13.09 
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Standard cases 



13.10 In standard cases, the 14 day period will start from 
receipt of the completed claim form (if that provides all the 
necessary information) or receipt of any further information or 
evidence which the authority has requested, if that is later. 

13.11-13.14 



Modified non-dependant deductions 

13.15 Where it appears that a non-dependant may qualify for the 
modified non-dependant deduction, the authority should not delay 
making a determination pending receipt of a signed statement from 
the non-dependant. If appropriate, the claim may be determined 
initially on the basis of the higher rate deduction. A revised 
determination may then be made at a later date to take account of 
the modified deduction, backdated to the date on which the 
modified deduction first applied (see chapter 9 , paragraph 9 . 36 ). 

13.16-13.19 
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NOTIFICATION TO CLAIMANTS 



General 

13.20 In all cases, unless chapter 10 paragraph 10.24 applies 
Reg 50(1) an authority must formally notify the claimant of determinations 

of entitlement. This includes a decision that no benefit is 
payable. 



No benefit payable 



Regs 50(1) 13.21 Where no benefit is payable, the notification must explain 

& (2) that the claimant has the right 

a. to ask for a written statement explaining why he or 
she is not entitled to benefit (see paragraphs 13.40 to 
13.42); and 

b. to make representations (see paragraphs 13.45) 

This applies in all cases, including those where the claimant is 
not eligible for benefit (see chapter 2, paragraphs 2.40 to 2.43) 
or is disentitled (see chapter 2, paragraph 2.65). It applies in 
certificated cases as well as standard cases. 



Regs 

50(l)-(3) 



\ 



Keg 50(4) 



i 



Benefit payable 

13.22 Where benefit is awarded, the notification must explain:- 

a) the amount of benefit granted 

b) in standard cases, the benefit period; 

c ) the claimant * s duty to report changes in circumstance 
(se chapter 16, paragraphs 16.02 to 16.04); 

d) in rent allowance cases, the arrangements for paying 
benefit (see chapter 14); 

e) the right to ask for a written statement showing how 
entitlement has been calculated (see paragraphs 13.40 to 
13.42); 

f) the right to make representations (see paragraph 
13.45); and 

Principal earner 

13.23 Where, in a standard case, an authority has assessed 
entitlement on the basis of a second person 1 s higher income (see 
chapter 11, paragraph 11.22) then both people affected must be 

notified of the decision and the reason for treating the claim in 
this way. 
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Partner treated as eligible person 

13.24 If, in a certificated case, the authority has granted 
benefit to the partner of the person named on the certificate 
(see chapter 2, paragraph 2.81a) the notification should be sent 
to the person to whom benefit has been granted. That person’s 
attention should be drawn to his or her duty to inform the 
council if the partner ceases to receive supplementary benefit. 

Certificated water— charges 

13.25 Where water charges have been certificated (see chapter 
5), the notification should if appropriate explain that an amount 
to cover the water charge will be rebated/paid with housing 
benefit. 



Advice about claiming supplementary benefit 



13.26 It is recommended that authorities take steps to identify 
standard cases where there may be entitlement to supplementary 
benefit or housing benefit supplement at the point at which the 
claim for housing benefit is determined (see chapter 12 
paragraphsl2 . 90 to 12.95). If this is done, the letter advising 
the claimant to claim supplementary benefit (Appendix 15) should 
accompany the notification of housing benefit entitlement. 

13.27 Whether or not the claimant is identified as having a 
potential entitlement to supplementary benefit or housing benefit 
supplement, authorities are expected to draw attention to the 
importance of claiming supplementary benefit within a month of 
receiving the housing benefit notification. Provided this is 
done the claim for supplementary benefit or housing benefit 
supplement will be backdated to the date the housing benefit 
claim was received by the authority. 

13.28 In order to ensure that claimants receive the benefit of 
tne backdating provision outlined in paragraph 13.27, authorities 
should including the following information on the FIRST 

notification that is issued following a claim for standard 
housing benefit 

a. For claimants - 



If you want to claim supplementary benefit try and do so 
within one month of the date on this letter. If you make 
a claim for supplementary benefit within that time and it 
i® successful your benefit may be paid from the date you 
claimed housing benefit. Keep this letter and take or 
send it to the social security office with your claim so 
they know it can be backdated. If you want to know more 

about supplementary benefit get leaflet SB1 from the Post 
Office. 

b* For DHSS use - 

enter bate of Claim - " - insert the date the current 
claim for housing benefit was received by the 
authority; and 



"Date of Issue 
issued. 



insert the date the notification was 
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keg 50(5) 




% 



Authorities must not include this information on any further 
notifications of entitlement to housing benefit that are issued 
during the benefit period, eg following a change of 
circumstances . 

13.29 The information in paragraph 13.28 should either be given 
to all claimants or, if this is easier, just to those who could 
qualify for supplementary benefit (for example excluding students 
in term-time, people with more than £3000 capital or in full-time 
work, or where housing benefit supplement has been decided). The 
information need not be repeated on renewal claims unless a 
relevant change of circumstances has occurred. 

13.30-13.39 



Written statement 

13.40 The notification must tell the claimant of his or her 
right to ask for a written explanation of how entitlement has 
been calculated, or why he or she is not entitled to any 
benefit. Where such a request is made, the authority must 
provide the statement within 14 days or, if that is not 
reasonably practical in an individual case, as soon as possible 
thereafter. 

13.41 In standard cases, the statement should give details of :- 

a) income assessment; 

b) the needs allowance; 

c) eligible rent and rates (including the reason for any 
restriction on the basis that the rent or rates were 
unreasonably high); 

d) any deductions for non-dependants; and 

e) the method of calculation. 

Authorities are expected also to answer any specific queries 
raised by the claimant, and to give further information on other 
matters such as the exercise of discretion where relevant. 

13.42 In certificated cases, the explanation will only need to 
cover :- 



a) the assessment of eligible rent and/or rates 
(including the reason for any restrictions on the basis 
that the rent or rates were unreasonably high); 

bj the amount of any non— dependant deductions; and 

c) if water charges have been certificated, the fact 
that an amount for them is being paid with housing 
benefits . 

Questions on the assessment of the claimant’s income or 
requirements should be referred to the DHSS local office. 
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13*43-13.44 




Right to make representations 

Reg 51 13-45 The notification must also include a notice of the 

claimant's right to make representations to the authority if he 
or she disagrees with the amount of housing benefit awarded. For 
details on representations and reviews, see chapter 15- 

13.46-13.49 
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START OF BENEFIT PERIOD 
Certificated cases 



13.50 In a certificated case, the benefit period normally 
Reg 28(1) (fe) starts on the date which is specified in the certificate as being 

the date on which qualifying supplementary benefit became 
payable. See paragraph 13.82, about the day within the benefit 
period on which entitlement starts. 

Backdating in certificated cases 



Re 28(4) 

m 



13.51 The only exception to the rule in paragraph 13.50 is where 

a claimant who was previously in receipt of non- qualifying 
supplementary benefit first becomes a householder: for example, 

when he or she moves from the parental home, or board and lodging 
accommodation, into a flat. In these circumstances the start of 
the benefit period may, at the authority’s discretion, be 
backdated by up to 6 days. This arrangement ensures that where 
the tenancy starts at the beginning of the week, but the first 
payment of qualifying supplemenatary benefit is not made until 
later in the week, certificated housing benefit may be backdated 
to cover the first rent payment. 

13.52 Authorities will be able to identify cases where the 
discretion to backdate by up to 6 days applies, because the 
certificate will be noted to show that non-qualifying 
supplementary benefit was in payment immediately prior to the 
date on which qualifying supplementary benefit became payable. 

13.53-13.54 



Standard cases 



Regs 28(1) (a) 
& (2) (a) 



13.55 In standard cases, the benefit period normally starts on 
the effective date of claim for housing benefit (for details, see 
chapter 10, paragraphs 10.02 to 10.05). An authority may however 
allow the benefit period to start up to 6 days earlier than the 
effective date of claim. 



Renewal claims 



Reg 28(6) 



13.56 Provided a renewal claim is made within one month of the 
end of the benefit period for the previous claim, the new benefit 
period begins immediately after the previous one finished. 



Backdating in exceptional cases 

13.57 Authorities may also backdate the benefit period in 
Reg 28(2) (b) standard cases by up to twelve months before the date of claim if 

in their opinion the circumstances are exceptional. Where this 
discretion is exercised, the amount of backdated benefit which 
may be awarded is the amount to which the claimant would have 
been entitled had he or she claimed at the beginning of the 
backdated period. 

13.58-13.59 
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EMD OF BEMEFIT PERIOD 



Certificated cases 

13-60 In a certificated case, there is no maximum benefit 
period. The benefit period continues until the certificate is 
Reg 29(5) cancelled by the DHSS local office. The cancellation notice 

(form A360) (or the combined certificate and cancellation notice 
- form A359(1P)) will give the date of the last day for which 
qualifying supplementary benefit was paid. The benefit period 
ends on the same day. 

Example 



Supplementary benefit pay day is Thursday, to cover 
period Thursday-Wednesday inclusive. 

Final payment of qualifying supplementary benefit is made 
on Thursday 19th July, so last day in respect of which 
that benefit is paid Wednesday 25th July. 

Date noted on certificate as being the last day for 
which qualifying supplementary benefit was paid is 
Wednesday 25th July. 

Last day of benefit period for certificated housing 
benefit purposes is Wednesday 25th July. 

Standard claim to be invited 



13.61 Where a period of certificated benefit ends, an authority 
Reg 29(6)(a) must invite the claimant to make a claim for standard housing 

benefit. If a claim is then made within one month of the end of 
the certificated benefit period, entitlement must be backdated to 
the end of that period (see also chapter 10, paragraph 10.15). 

Supplementary Benefit ends on admission to hospital 



13. 6z . Where qualifying supplementary benefit is withdrawn 
following admission to hospital, the certificate will remain in 
force for 8 weeks under the arrangements described in chapter 2, 
paragraph 2.88. If the claimant remains in hospital for more 
than 8 weeks, the certificate will be cancelled (unless 
supplementary benefit is reinstated). In these circumstances the 
end of the benefit period will still be the date noted on form 

Aj6U a ® the last da y for whlct * qualifying supplementary benefit 
was pa i . That date will already have been adjusted by the DHSS 
local office to take account of the 8 week delay in cancellation. 



13.63 When inviting a claim for standard housing benefit from a 
person whose certificated housing benefit has ended because he or 
she is in hospital, authorities should remember to write to that 

nncf? at , tha h0S P ital not at his or her home address. The 
DHSS local office will note the name and address of the hospital 

ZfW'H nCellat ° n notice if they have this information. 
Authorities are expected to use their discretion to backdate 

claims (see paragraph 13.57) in cases where the claimant was 
prevented from returning the claim form on time:- 



a. because of illness; or 
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(Arndt 4) 




b. because the form was sent to the home address by 
mistake; 

and in either situation there was no-one who could have acted on 
his or her behalf. If necessary authorities should ask the 
social worker at the hospital to assist, if there are problems in 
obtaining a completed claim form. 

13.64-13.69 



Standard cases 



Reg 29(2) 

SI 1986 
No. 852 




13.70 Maximum benefit periods apply in all standard cases. The 
benefit period is normally 12 months from the date of 
notification of entitlement ( not the date of claim). If however 
the date of notification falls between 1 March and the first week 
in April of any year, the maximum benefit period may be extended 
to 14 months. (This is because many authorities start their 
benefit periods to coincide with the annual increase in benefits. 
Claimants who apply and who are notified of an award of benefit 
a few weeks before the uprating date may have a benefit period 
which extends through to the next uprating). 



13.71 - 13.72 

13.73 In all standard cases, an authority may set a shorter 
benefit period than the relevant maximum. A benefit period may 
also be terminated following a change in circumstances (see 
chapter 16 paragraphs 16.20 and 16.27). 

Further claim to be invited 

13.74 Where a benefit period exceeds 4 months, the authority 
Reg 29(6) (b) must invite a further claim within 2 months before the end of 

it. See paragraph 13.56 for the start of the benefit period on a 
renewal claim. 



13.75-13.79 




jm 

HOUSING BENEFIT GUIDANCE MANUAL [5.87] 
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DAYS OF ESTITLEMEHT WITHIN THE BENEFIT FEEIO© 



Reg 30(1) 



Reg 30(2) 



Benefit Days 

13.80 Authorities must choose a day in the week as the "benefit 
day" . This may be the day on which rent is liable to be paid (or 
would be paid if it was paid weekly); or the day on which 
qualifying supplementary benefit is payable, or the day on which 
a claim for housing benefit was received; or any other day which 
an authority considers appropriate in the circumstances. 
Authorities may choose the same benefit day (eg Monday) for all 
claimants, or different benefit days for different claimants. 

13.81 A claimant is entitled to one week's benefit for each 
benefit day within a benefit period, other than benefit days 
which fall within a rent free week. (See chapter 14 for payment 
of benefit). 



Start of entitlement 



13.82 In both standard and certificated cases, benefit 
Reg 30(2) entitlement starts with the first benefit day on or after the 

first day of the benefit period, unless that day falls within a 
rent-free week (in which case see paragraph 13.88). 



Standard Cases 

Reg 28(2) (a) 13.83 In standard cases, the power to backdate the benefit 

period by up to 6 days (see paragraph 13.55) enables entitlement 
to start from the benefit day prior to the date of claim in cases 
where the claim is not received on a benefit day. 

Certificated Cases 



13.84 In certificated cases the power to backdate the benefit 
period by up to 6 days does not apply, except in the 
Reg 28(4) circumstances specified in paragraph 13.51. This means that 

certificated housing benefit cannot, unless paragraph 13.51 
applies, begin earlier than the date on the certificate. If the 
date on the certificate is a benefit day, entitlement will start 
on that date. Otherwise, entitlement will start on the benefit 
day following the date on the certificate. This may mean that 
certificated housing benefit is not payable in the week in which 
the first payment of supplementary benefit is made. However, 
entitlement will start during the first seven days for which 
supplementary benefit is paid and the claimant will receive one 
week's certificated housing benefit for each week’s supplementary 
benefit. 



End of Entitlement: 

13.85 In both standard and certificated cases, entitlement ends 
with the last benefit day of the benefit period, unless that day 
falls within a rent-free week (in which case see paragraph 
13.88). 



D 
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Example of Start and Finish of Entitlement in a 

certificated case 



13.86 Authority chooses Monday as benefit day. 

Date of certificate is Thursday 15th November. 

Benefit period starts on Thursday 15th November. 

First benefit day in benefit period is 
Monday 19th November. 

Certificate is cancelled on Wednesday 5th December. 

Last day in benefit period is Wednesday 5th December. 
Last benefit day in benefit period is Monday 3rd 
December. Final payment of certificated housing benefit 
covers the period the 3rd to 9th December. 



Regs 30(3)&(4) 13.87 There is no entitlement to a rent rebate or allowance (or 



rate rebate, where rates are paid with rent) on any benefit day 
which falls within a rent-free period. 

Benefit period starts or finishes in a rent-free week 

13.88 The normal rules (outlined in paragraphs 13.82 to 13.85) 
do not apply where the benefit period starts or finishes during 
rent free week. In these circumstances, benefit entitlement 
starts on the first benefit day within the benefit period which 
does not fall within a rent-free week. Similarly, it ends with 
the last benefit day within the benefit period which does not 
fall within a rent free week. 




Rent Free Weeks 



13.89 
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Reg 56(1) 



Regs 56 
(2) & (3) 



Reg 56(4) 



VI EEVISIOM OF BETERMIMAXIONS 

13.90 An authority may revise a determination where it is 
satisfied that:- 

a) it was made in ignorance of a material fact; or 

b. it was based on a mistake as to a material fact; or 

c. it was based on a mistake as to the law, except if 

the decision was made by a review board. 

13.91 The effective date of the revised determination is 

normally that of the original determination. The only exception 
is that where the revision results in an increase in benefit, 
arrears may only be backdated for a maximum of 52 weeks before 
the date on which the determination is revised. If the revision 

results in a decrease in benefit there is no time limit and the 

normal overpayment provisions will apply. 

13.92 Determinations revised under this regulation must be 
notified to the claimant in the normal way. Claimants also have 
the right to a detailed explanation of the determination (see 
paragraphs 13.40-42) and to make representations concerning it as 
for any other determination. (See paragraph 13.45 and chapter 
15). 

13.93-13.99 
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CHAPTER 14; PAYMENT OF MOUSING BENEFIT 



14.01 This chapter gives guidance on the manner and frequency of 
payment, withholding payment, and direct payment of housing 
benefits. 



MANNER AND FREQUENCY OF PAYMENT 



Reg 39 14.02 Authorities have discretion to decide how to pay benefit. 

They must however have regard to the reasonable needs and 
convenience of the claimant. Authorities should not therefore 
make payment by a method which places unreasonable demands on the 
claimant; for example, insistence on credit transfer 
arrangements where the claimant does not already possess a bank 
or giro account, or collection from a point to which the claimant 
will have difficulty in travelling. 

Rent-free weeks 

14*03 If an authority or landlord operates a rent free week 
system, weekly entitlement must be adjusted to reflect the rent 
collection pattern (see chapter 11, paragraph 11.60). No rebate 
or allowance is granted in a rent-free week. 

Rebate cases 

14.04 In rebate cases "payment" is normally effected by waiving 

the requirement to pay all or part of the rent and/or rates from 
the first benefit day in the benefit period. The frequency of 

"payment" will therefore reflect the rent or rate collection 

pattern. 

Rent or rates already paid 

14.05 There will be cases where the claimant has already met the 

liability for all or part of the period for which housing benefit 

is subsequently granted (for example, because 6 months rates were 
paid in advance). In these circumstances, authorities are 
expected to offer the claimant a refund to cover entitlement over 
the relevant period, unless the claimant has agreed that the 
"overpayment" of rent and rates should be credited to his or her 
account for a future period. 



) 
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Rate rebates in rent allowance cases 

14.06 Where a private tenant pays a rent which includes an 
amount for rates, any rate rebate should be paid in the same way 
as rent allowance entitlement. Where rates are paid direct to 
the rating authority, the rate rebate should be paid separately 
from the rent allowance and paragraphs 14.04 and 14.05 will apply 
in the normal way. 

14.07-14.09 



Reg 42(1) 

Reg 39(1) 
(b) 



Reg 42(3) 



Reg 42(4) 



Rent allowance cases 

14.10 A rent allowance must normally be paid at intervals of two 
weeks, four weeks (or one month) or, with the claimant's consent, 
at intervals of more than one month. Where however weekly 
entitlement to any benefit is less than 50p, it may be paid 6 
monthly . 

Right to fortnightly payments 

14.11 A claimant whose rent allowance entitlement is more than 
£2 may require the authority to pay benefit at fortnightly 
intervals. 

Weekly Payments 

14.12 An authority may pay benefit weekly but only if:- 



a. it considers that an overpayment is otherwise likely 
to result (for example, where the claimant goes on and off 
benefit for short periods of time); or 

b. the claimant is liable to pay rent weekly and the 
authority considers that it is in his or her interest that 
benefit should be paid weekly. 

Authorities are not expected to make special enquiries to 
determine whether b. above applies, but if for example an 
authority is advised by the Social Services Department that the 
claimant is having serious difficulty in budgetting, it may wish 
to pay benefit weekly to help the tenant avoid building up 
arrears. 



Date of payment 

14.13 Payments (other than weekly payments) must normally be 
made as nearly as possible two weeks before the end of the period 
to which they relate. In practice, this means that two weekly 
payments must be paid wholly in advance, and 4 weekly or calendar 
monthly payments should be paid half in arrears and half in 
advance. Where however rent is paid in arrears, an authority may 
choose to pay benefit wholly in arrears. Weekly benefit 
entitlement of less than 5 Op which is paid at 6 monthly intervals 
may be paid wholly or partly in advance or in arrears. 

14.14-14.19 
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Special arrangements in certificated cases 



Prompt first payment in certificated cases 

14.20 In addition to the duty to make a determination of 
entitlement within 14 days of receiving the certificate and such 
other information as is needed to determine entitlement (see 

Reg 41 chapter 13, paragraphs 13,02 to 13.06) authorities are required 

to make a first payment of certificated housing benefit within 14 
days of receiving a certificate (or as soon as possible 
afterwards) . 

Interim payments in rent allowance cases 

14.21 In certificated cases if the authority is not able to make 
a formal determination of entitlement to rent allowance within 14 

Reg 40(1) days, it must, subject to paragraph 14.22, make interim payments 

based on such information as is available. This should take into 
account either 

a) the amount of rent notified by the claimant (where 
the delay is caused by the need for further verification 
and the amount appears reasonable for the location and 
size of accommodation); or 

b) some lesser safe amount (based on the level of rents 
in equivalent accommodation in the area, adjusted where 
there are non-dependants or sub-tenants in the household). 

14.22 If no information has been provided concerning the level 
of eligible rent (for example, if form A367 has not been 
returned), the duty to make an interim payment does not apply. 

14.23 When a formal determination is subsequently made, and 
entitlement differs from the amount granted as an interim 

Reg 40(2) payment(s), future payments of benefit should be adjusted to take 

account of any under or overpayments . 

14.24 In rebate cases, where no formal grant is possible within 
14 days, authorities are expected to ensure that their sections 
dealing with rent or rates arrears are aware of the receipt of a 
certificate. 



Recovery of supplementary benefit single payments for rent in 

advance 

14.25 In certain circumstances, supplementary benefit claimants 
who move home into private accommodation may receive a 
supplementary benefit single payment of up to 4 weeks rent in 
advance. This payment must be recovered by the authority through 
the housing benefit scheme. This is achieved by reducing the 
Reg 18(6) eligible rent for the dwelling until such time as recovery is 

complete. If the claimant becomes a standard case before recovery 
has been completed, the reduction in eligible rent must continue 
for standard housing benefit purposes. Normally, this means that 
no benefit (certificated or standard) will be paid until recovery 
has been completed. If however the authority considers that 
hardship would otherwise result, it may extend the period over 
which recovery is to be made. 
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Regs 43 

( 1 )&( 2 ) 



Reg 43(3) 



Reg 43(4) 



14.26 The DHSS local office will notify the authority, on the 
certificate, of the amount of the single payment for rent in 
advance. 

14.27-14.39 

WITHHOLD IMG PAYMENT 
Claimant not paying rent 

14.40 An authority may withhold a rent allowance payment (and 
rate rebate, where rates are paid with rent) if it has reasonable 
grounds to believe that the claimant is not paying rent regularly 
to the landlord. Where the authority learns of the non-payment of 
rent through a third party, it is expected to give the claimant 
an opportunity to comment before suspending payment. 

14.41 Where benefit has been withheld, but the authority is 
subsequently satisfied that the claimant has now paid the rent 
(or will do so, on receipt of housing benefit), it should 
re-instate payment and pay the arrears to the claimant. 

14.42 An alternative to withholding payment may be payment 
direct to the landlord - see paragraph 14.50 

Claimant no longer in receipt of supplementary benefit 

14.43 Where a certificated claimant informs the authority that 
he or she is no longer in receipt of qualifying supplementary 
benefit, the authority must suspend payment of certificated 
housing benefit pending receipt of a cancellation certificate 
from the DHSS local office (or, alternatively, confirmation that 
the person is in fact still in receipt of qualifying 
supplementary benefit). In either case, any outstanding 
entitlement should subsequently be paid. 

14.44-14.49 
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PAYMENT OF HOUSING BENEFIT TO THIRD PARTIES 




Reg 44(1) 



Reg 44 

(2)(a) 

Reg 44 
(2)(b) 



Reg 44 

(2)(c) 



Reg 44(3) 



Payments to landlords 

14.50 Rent allowances (and rate rebates, where rates are paid 
with rent) must normally be paid only to the claimant (or the 
claimant's partner, where that person is treated as the eligible 
person). Payment may however be made direct to a landlord 
where:- 



a) the claimant has agreed to or asked for direct 
payment ; or 

b) the claimant is at least 13 weeks in arrears with 
the rent (unless the authority is satisfied that a 
claimant is withholding rent to use it to carry out 
necessary repairs). 

14.51 Payment must be made direct to the landlord where an 
authority has been notified that the DHSS local office is paying 
direct to the landlord an amount towards arrears or for amenity 
charges, deducted from the claimant's supplementary benefit. The 
local office will notify the authority on form A76 when direct 
payments from supplementary benefit start and on form A79C when 
they finish (see chapter 22 paragraphs 22.50 to 22.56 for the 
circumstances in which direct payments will be made). 

14.52 Authorities should notify the claimant of any such change 
in the arrangements for making payments. See chapter 23, 
paragraphs 23.30 to 23.33 about giving information to landlords. 

14.53 - 14.54 



Payments to appointees 

14.55 Where a claimant is incapable of acting on his or her own 
behalf, arrangements exist for the Secretary of State to make 
appointments under the Social Security Act 1975 and Supplementary 
Benefits Act 1976 for someone else to act on behalf of the 
claimant . Authorities may pay benefit to the person appointed 
under those arrangements where they are requested to do. 

14.56-14.59 

Payment to a deceased claimant's estate 

14.60 A person's entitlement to housing benefit ceases with his 
or her death. However, where benefit which was awarded during a 
person's lifetime remains unpaid at his or her death it should be 
paid to the estate. 

14.61 - 14.99 
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CHAPTER 15 REPRESENTATIONS AND REVIEWS 



15.01 This chapter gives guidance on representations by 
claimants, and official and further reviews. 



Reg 51(1) 



I 



Reg 51(2) 



I 



Reg 52(1) 



Reg 52(2) 



I 



Official Reviews 

15.02 In both standard and certificated cases, any claimant who 
is disatisf ied with the treatment of his or her claim may make 
written representations to the authority. (This is in addition to 
the right to ask for a written statement of how entitlement has 
been calculated - see chapter 13, paragraphs 13.40-13.42.). If 
those written representations are received by the authority 
within 6 weeks of them sending out notification of the 
determination, they must:- 

a. consider those representations; 

b. review the determination and alter or confirm it; 



c. notify the claimant in writing of their decision, 
giving reasons for the alteration or confirmation; and 

d. inform the claimant of his or her right to require a 
further review of entitlement, and the time limit for making 
that request see paragraph 15.10). 

15.03 The "six weeks" referred to in paragraph 15.02 does not 
include any time between the request for a written explanation of 
entitlement, and the provision of a statement. 

15.04-15.09 



Review Board 

Request for further review 

15.10 Where a claimant has been notified of the outcome of an 
official review, but remains disatisfied with the assessment of 
entitlement, he or she may require a further review of 
entitlement. This further review must be carried out by a review 
board. The claimant has 28 days from the date of being notified 
of the outcome of the official review, in which to ask for a 
further review. The council may however extend this 28 day period 
if it wishes, and would be expected to do so where there was a 
good reason for the delay. 

15.11 The claimant must inform the authority of the grounds on 
which a further review is required. 

15.12-15.14 
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Reg 52(3) 

Sch 5 
Reg 53(2) 



Reg 52(4) 



Reg 53(1) 



Regs 53 
(4)&(5) 



Reg 53(7) 
Reg 53(8) 
Reg 53(6) 

Regs 54 
(D&(2) 



Appointment and composition of review boards 

15.15 The further review must be carried out by a review board 
appointed by the authority administering the claim. The review 
board must consist of at least 3 local councillors (in the case 
of local authorities) or board members or equivalent in other 
authorities. One of these must be appointed as the chairperson. 
A hearing may, if the claimant agrees, be held with only two 
members present. One of these must act as chairperson. 



15.16 Authorities are expected to ensure that individual review 
board members do not hear cases in which they have had a previous 

involvement . 

15.17 Authorities may provide the review board with such staff, 
accommodation, services and other facilities as appears necessary 
or expedient for it to properly carry out its functions. 



15.18-15.19 

Procedure of Review Board 

15.20 A review board hearing must be held within 6 weeks of a 
request by a claimant for a further review or, if that is 
impractical, as soon as possible afterwards. The claimant must be 
given reasonable notice of the time and place of the hearing, and 
authorities are expected to allow at least two weeks notice. 



15.21 The claimant has the right :- 

a. to make further representations in writing to be 
considered at the hearing; 

b. to attend the hearing, or be represented; 

c to call people to give evidence; and 

d. to put questions to anyone else who gives evidence. 

The claimant may also be accompanied by another person. The 

authority is expected to pay reasonable travelling expenses for 
the claimant and one other person accompanying or representing 
the claimant. 



15.22 The review board may receive representations and evidence 
from anyone else present, if it considers it appropriate. When 
the hearing has finished, it must make a decision on the 
representations, and if necessary the chairperson has a casting 
vote. 

15.23-15.29 



Determinations by Review Boards 

15.30 After considering all the relevant information put to 
the hearing, the review board must decide whether to confirm the 
authority’s determination, or alter it. In reaching its 
decision, the review board is bound by the regulations in the 
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Reg 54(3) 



Reg 54(4) 

W Regs 54 
(5)&55 



same way as is an authority. It may not disregard any of the 
provisions of the regulations or make a decision which the 
authority itself had no power to make. It may exercise any 
discretion which applies to the authority (for example, it may 
decide to grant an additional amount of benefit in an individual 
case under regulation 25 — see chapter 17, paragraph 17.0 7 j . It 
may not however resolve to operate a local scheme (see chapter 
17 , paragraphs 17 .10-17 .14) . 

15.31 The review board must record its decision in writing, 
giving the reasons for that decision and its finding on any 
material queston of fact. 

Notification and implementation of determination 

15.32 The review board must send both the claimant and the 
authority a copy of the record of its decision, as set out in 
paragraph 15.31, within 7 days of its decision or as soon as 
possible afterwards. If the review board has altered the 
authority's determination , the authority is required to 
implement the revised determination with effect from the date on 
which the original determination was made. 

15.33 The review hoard's decision applies only to the 
determination it was requested to review. The authority is 
therefore not bound by the decision when a fresh determination is 
made at the start of a new benefit period. 

15.34-15.99 



r 
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CHAPTER 16: CHANGES OF CIRCUMSTANCE 



16.01 This chapter gives guidance on the claimant’s duty to 
report changes of circumstance, and revision of entitlement. If 
a change means that too much benefit has been paid, see chapter 
21 (Overpayments). 



Reg 33(1) 







DUTY TO REPORT CHANGES 
Standard cases 

16.02 In standard cases, claimants have a duty to report to 
authorities changes of circumstances which they could reasonably 
be expected to know will affect eligibility for housing benefit 
or the amount received. This applies both to changes which occur 
between the date of claim and notification of entitlement, and at 
any other time during the benefit period. Relevant changes 
include :- 



a. end of liability to pay rent and rates to a private 
landlord (eg on a change of address); 

b. changes in rent and rates paid to a private landlord: 

c. changes in income level (including that of a partner); 

d. changes in number of dependants (for example, a child 
leaving school, or the birth of a baby): 

e. changes in the number and status of non-dependants (for 
example, where a non-dependant moves into or out of the 
accommodation, or starts or ceases to receive supplementary 
benefit); 

f. changes in payments received from tenants or 
sub-tenants . 

g. changes in status (that is, marriage/cohabitation/ 
separation) . 

There is no duty to report changes in rent and rates payable 
direct to a housing or rating authority: these will already be 

known to the relevant authority. 

Housing benefit supplement cases 

16.03 A claimant who is in receipt of both standard housing 
benefit and housing benefit supplement should report all changes 
of circumstance to the local authority (see chapter 12, paragraph 
12.75). Any notifications received by the DHSS local office will 
be passed on to the local authority. 
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Certificated cases 



Reg 33(2) 



S36(3) 



16.04 In certificated cases, claimants have a duty to report to 
authorities only:- 

a. end of receipt of supplementary benefit; 

b. changes in rent or rates paid to a private landlord; 

c. changes in the number of non-dependants, tenants and 
sub-tenants which occur after the claimant has been notified 
of entitlement to qualifying supplementary benefit (normally 
at the same time as the certificate is issued); 

d. changes in payments received from tenants and 
sub-tenants; 

e. changes in a non-dependant's circumstances which affect 
entitlement to the modified deduction (see chapter 9, 
paragraphs 9.30 to 9.39). 

16.05 In addition, certificated claimants must notify the DHSS 
local office of all changes which affect supplementary benefit 
entitlement. The DHSS local office will revise supplementary 
benefit as necessary and authorities will only be involved if as 
a result the certificate is cancelled or revised (to include or 
exclude water charges). 

Transfer of Information 

16.06 It is only to be expected that changes will sometimes be 
reported to authorities when they should be reported to DHSS; to 
DHSS when they should be reported to authorities; and to only one 
of the two when they should be reported to both. Transfer of 
information between authorities and DHSS is therefore essential. 

16.07 If authorities are notified of information which is likely 
to affect the amount of supplementary benefit to which a claimant 
is entitled (such as a change in income or, in the case of an 
owner-occupier, in the number or status of non-dependants) this 
should be passed immediately to the DHSS local office. Similarly 
the DHSS local office will pass to authorities (on form A366) any 
misdirected notifications, and any other information which 
affects housing benefit entitlement (such as when a dependent 
child becomes a non-dependant). 

16.08-16.19 
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REVISION OF ENTITLEMENT IH STANDARD GASES 
Changes of circumstance® 


Regs 34 
(l)(a)& 
35(X)(a) 


16*20 Where an authority is notified of, or otherwise considers 
that there has been, a change of circumstance which affects the 
claimant ? s eligibility for a housing benefit, or the amount of 
benefit to which the claimant is entitled, it must (subject, to 
paragraph 16.25) either 

a. terminate the benefit period earlier than it would 
otherwise have ended; or 

b. reduce/increase the amount of benefit granted on the 
basis set out in paragraphs 16.21 to 16.22; 


# 


whichever is appropriate in the circumstances. In the case of a 
change leading to an increase in benefit, the authority should 
obtain from the claimant such information and evidence as it 
requires before re-assessing entitlement. In all cases, an 
authority must notify the claimant of any determination which 
affects benefit entitlement (see chapter 13, paragraphs 13.20 to 
13.45). If a change means that too much benefit has been paid 
for a past period, see Chapter 21 (Overpayments.) 

Effective date of change in income 


Regs 34 
(2)(a)& 
35(2)(a) 


16.21 Where the change of circumstances is a change in income 
(other than income from a tenant or sub-tenant) benefit 
entitlement must be altered from whatever date, and for whatever 
period, the authority considers appropriate to reflect that 
change. This does not give authorities discretion to ignore a 
change in income, or delay making an adjustment to entitlement in 
such a way that all or part of an Increase in income is ignored. 
The discretion does however give authorities flexibility in the 
way in which entitlement is re-assessed so as to reflect the 
change. For example, if a claimant has several sources of income 


# 


which change on different dates within the benefit period, the 
authority could average the total sum involved over an 
appropriate number of weeks, so that only one assessment is 
required. Alternatively, it could re-assess entitlement each 
time income changes, from the week in which the particular change 
occurs . 


Regs 34 
(2)(b)& 
35(2)(b) 


Effective date of other changes 

16-22 In any other case where there is a change of circumstance, 
entitlement must be altered from the benefit day falling within 
the period from six days before, to six days after, the date of 
change . 

E-.a tple 

Non-dependant joins household on Tuesday 7 August. Benefit 
day is Monday. Authority may make first non-dependant 
deductions on either Monday 6 August or Monday 13 August. 


€ 





Printed image digitised by the University of Southampton Library Digitisation Unit 



Changes in rates and dousing authority rents 

16.23 If there is an alteration in eligible rates payable to the 
rating authority, or eligible rent payable to the housing 

Re S 36 authority, the authority must adjust entitlement from the week in 

which the change occurred. 

Changes in regulations 

16.24 If there is a change in regulations (such as an increase 
in the needs allowance or non-dependant deductions) which affects 

Keg 37 a claimant’s entitlement, the authority must make the appropriate 

adjustment from the first benefit day on or after the date of 
change . 



Disregard of small variations 

16.25 In standard cases, where a change (or combination of 
changes) in entitlement is less than;- 

a. 2 Op in the case of a rate rebate; or 

b. 40p in the case of a rent rebate or allowance; 

an authority has discretion not to make the alteration. This 
applies equally to changes of circumstance, changes in rates and 
housing authority rents and changes in regulations. Where the 
cumulative effect of a number of small changes alters entitlement 
by more than 20p/40p, the alteration must be made. 



Claimant’s income goes up by £1.00 in February 
Rent rebate entitlement reduced by 29% of £1 = 29p 
Authority choose not to make alteration. 

Non-dependant deduction goes up by 20p in April 
Total changes are now 29p + 20p = 49p 
So benefit must be reduced by 49p 

16.26 If a small change takes entitlement below the minimum 
benefit payable, and the combined effect of the change plus 
application of the minimum payment rule reduces entitlement by 
more than 20p (rates) or 40p (rent) the alteration must be made. 

Example 



Claimant has income above needs allowance. 

Rate rebate entitlement is 55p. 

Income goes up by £1, so rate rebate reduced by 13p. 

55p - 13p = 42p, which is below 50p minimum payment, so new 
entitlement is NIL 

Overall change is 55p. As this is greater than 20p, the 
alteration must be made and no benefit is now payable. 
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9 



Termination of benefit 



16.27 Where an authority decides to terminate the benefit period 
Begs 34(3) following a change of circumstance it must (unless the person is 

& 35(3) no longer entitled to benefit) invite that person to make a 

further claim for benefit. (See also chapter 13 paragraph 13.56 
for effective date of renewal claims). 

16.28-16.39 






9 
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REVISION OF ENTITLEMENT IN CERTIFICATED CASES 



General 

16.40 In certificated cases, authorities cannot formally 
terminate a benefit period following notification of changes of 
circumstance, until they have received a cancellation notice from 
the DHSS local office. They must however revise the amount of 
benefit in payment if appropriate (see paragraphs 16.41 to 
16.45). In addition benefit must be suspended in certain 
circumstances (see paragraph 16.50). 

Revision of benefit 



Regs 34 
(D(b)& 
35(l)(b) 



Reg 36 



Reg 37 



Change of circimstanc.es 

16.41 Where an authority is notified, or otherwise knows of a 
change in circumstances which affects certificated housing 
benefit it must revise entitlement from the benefit day falling 
within the period from six days before, to six days after, the 
date of change. If the change in circumstances is a change of 
address, see also paragraphs 16.70 to 16.75. 

Changes in rates and housing authority rents 

16.42 If there is an alteration in eligible rates payable to the 
rating authority or eligible rent payable to the housing 
authority, the authority must revise entitlement from the week in 
which the change occurs . 

Changes in regulations 

16.43 If there is a change in regulations (such as an increase 
in non-dependant deductions) which affects a claimants 
entitlement to certificated housing benefit, the authority must 

revise benefit from the first benefit day on or after the date of 
change . 

Small variations 

16.44 There is no discretion to ignore small variations in 
certificated cases. Authorities must revise the rate of benefit 
in payment, whatever the amount of the change. 

Change in income from tenant or subtenant 

16.45 Where the change of circumstances concerns income from a 
tenant or sub-tenant, in addition to revising entitlement as in 
paragraph 16.41, the authority must notify the DHSS local office 
of any change relating to the amount of "excess rent" (see 
chapter 9, paragraph 9.85). 

16.46 - 16.49 
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Suspension of Benefit 



w 

Heg 43(4) 



16,50 Where the claimant notifies the authority that his or her 
supplementary benefit has ended, the authority must suspend 
certificated "benefit and invite a claim for standard housing 
benefit. Benefit must also be suspended if the claimant reports 
that his or her supplementary benefit is no longer qualifying 
(for example because he or she is now a boarder). If a 
cancellation notice is not received within a week of the 
claimant’s notification (so that the precise end of the benefit 
period can be determined) the DHSS local office liaison point 
should be contacted. 

16,51-16.69 







Change of Address 
Cancellation of certificate 

16.70 A change of address will not necessarily result in the 
certificate being cancelled. The DHSS local office will only 
issue a cancellation notice where;- 

a. the claimant moves from one authority’s area to 
another (in which case a new certificate will be issued to 
the new authority if the claimant is still entitled to 
qualiying supplementary benefit); 

b. the claimant moves to the area of another local 
office (in which case the new local office will issue a 
new certificate if the claimant is still entitled to 
qualifying supplementary benefit); 

c. the change of address coincides with the end of 
entitlement to qualifying supplementary benefit (eg 
because of a change in requirements or because the 
claimant is assessed as a boarder at the new address); 

Other DHSS action 

16.71 Where a cancellation notice is not issued, the existing 
certificate will remain in force (unless it is revised to include 
or exclude water charges). The action taken by the DHSS local 
office will be as follows 

a. Local authority tenant at new address 

The DHSS local office will:- 

i* take no action to advise the authority of the change 
of address, 

ii. if the claimant has a sub-tenant at the new address, 
issue form A365 to the claimant to complete and return to 
the authority. 



b. Owner occupier at new address 
The DHSS local office will:- 

i. advise the authority of the change of address on form 
A366, 
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ii. issue form A365 if the claimant has a tenant at the 
new address. 

c. Private tenant at new address 
The DHSS local office will:- 

i. advise the authority of the change of address on 
form A366, 

ii. issue form A367 to the claimant to complete and 
return to the authority. 

Local Authority Action 

16.72 An authority may be notified of a change of address 
either :- 



a. by the DHSS local office if the claimant is a private 
tenant or owner-occupier; or 

b. by the claimant direct. 

In either situation the authority should take action as in 
paragraphs 16.74 to 16.75. If the authority is notified of the 
change of address by the claimant it should pass on the 
information to the DHSS local office. 

16.73 Unless a cancellation notice is issued on a change of 
address, the authority must continue to treat the claimant as 
eligible for certificated housing benefit at the new address on 
the basis of the existing certificate. Benefit should only be 
suspended if the circumstances set out in paragraph 16.50 apply. 

16.74 The authority must revise entitlement on a change of 
address as in paragraph 16.41 and notify the DHSS local office of 
any change with regard to "excess rent" from tenants or 
sub-tenants. 

Overlapping Housing costs in certificated cases 

16.75 Where there is an overlap of rent and/or rates on a change 
of address consideration should be given to paying benefit for 

Reg 4(2) both the new and old homes (see Chapter 2, paragraph 2.30). 

Provided a certificate is in issue, the authority should 
determine this without involving the DHSS local office. However 
where : - 

a. the certificate has been cancelled because the 
claimant has moved to another authority's area; and 

b. the old authority considers that housing benefit 
should continue to be paid in respect of the old address 
for an overlapping period; 

it will be necessary for the old authority to ask the DHSS local 
office currently dealing with the supplementary benefit claim to 
issue another certificate. 

16 . 76 - 16.79 
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Annual reviews 




16.80 Authorities are expected to review certain aspects or t e 
claim approximately once a year in all certificated cases. This 
is to check that the information held by the authority is still 
correct . 

16.81 The authority will need to check: - 

a. that the claimant still occupies the dwelling; 

b. income from tenants and sub-tenants; 

c. number and status of non-dependants; and 

d. in rent allowance cases, the amount of rent (and 
rates, where these are paid with rent). 

16.82 Following the review, authorities should revise benefit 
accordingly: either paying arrears, or taking recovery action 
where a claimant has failed to notify a change in circumstance 
which resulted in reduced entitlement. See also chapter 21 for 
recovery of overpaid benefit. 

16.83-16.99 
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CHAPTER 17: LOCAL DISCRETION 



Reg 25 



S 30(1) 



17.01 This chapter gives guidance on the discretion authorities 
may use to vary the normal provisions of the housing benefits 
scheme (ie the statutory scheme laid down in the regulations), so 
as to give additional help in their areas. 

Scope for discretion 

17.02 There are two types of local discretion. Both apply in 
standard cases only. They are:- 

a. the discretion to grant additional amounts of 
standard housing benefit in individual cases under 
regulation 25 (see paragraph 17.07); 

b. the discretion to make local schemes (see paragraphs 
17.10 to 17.14). 

17.03 Authorities are not permitted to vary the statutory scheme 
in certificated cases. 

17.04 The discretion to vary the statutory scheme should not be 
confused with the use of discretion within the statutory scheme 
where this is provided for in the regulations (for example with 
regard to backdating claims - see chapter 13 paragraph 13.57). 

17.05 - 17.06 

Individual Discretion (regulation 25) 

17.07 An authority may grant an additional amount of standard 
housing benefit to an individual claimant, if it is considered 
that his or her circumstances are exceptional (for example, in 
cases of hardship). There is no ceiling on the amount of 
additional benefit which may be granted in an individual case, 
even where this takes the benefit granted above the normal 
maximum (see (Chapter 11, paragraph 11.20). The discretion 
applies only where the claimant already has entitlement to some 
housing benefit under the statutory scheme or under a local 
scheme. It does not apply where the claimant f s entitlement is 
nil, even where it is nil solely because of the minimum payment 
rule . 

17.08-17.09 

Local Schemes 



General 

17.10 An authority may resolve to operate a local scheme In 
place of the statutory rent rebate/allowance and/or rate rebate 
scheme. The local scheme may apply to all claimants, or to a 
group or class of claimants (such as war pensioners, single 
parents or people paying rent above a certain level). 
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Reg 3(2) 



17.11 



A local scheme may vary only:- 



Reg 3(2) 



S 30(3) 



a. regulation 22: that is, the formula on which 
entitlement is calculated (see Chapter 11, paragraphs 
11.10 to 11.13); and 

b. regulation 16(1) (b) and Schedule 2 (income 
disregards) . 

17.12 In practice, this means that an authority may:- 

a. increase the 60% starting point for calculating 
entitlement (or the "high rent scheme" equivalent - see 
Chapter 18); 

b. increase any of the tapers below the needs 
allowance, or reduce the tapers above the needs 
allowance; 

c. provide for an "across the board" percentage 
increase or additional flat rate sum; 

d. increase existing income disregards; or 

e. introduce new income disregards. 

Restrictions on local schemes 

17.13 An authority may not vary any regulations other than 
regulation 22 (the formula) or regulation 16(l)(b) and Schedule 2 
(income disregards). In particular, an authority may not vary:- 

a. the categories or amounts of non-dependant 
deductions ; 

b. the needs allowances; 

c. the amount of eligible rent or rates; or 

d. the restrictions on maximum and minimum benefit 
payable (see Chapter 11, paragraphs 11.20 to 11.21). 

17.14 No claimant may receive less in rebate or allowance under 
a local scheme, than he or she would have done under the 
statutory scheme. Where an authority resolves to operate a local 
rent rebate scheme, it must make equivalent variations in the 
rent allowance scheme (and vice versa) . It is not however 
necessary to make the same variations in a rate rebate scheme as 
in a rent rebate or allowance scheme, or to operate both rent and 
rate schemes. 

17.15-17.19 
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Permitted Totals 



17.20 The amount of extra benefit which may be granted under the 
local discretion outlined in paragraphs 17.07 and 17.10 to 17.14 

5 30(4) is subject to an overall limit. This limit is 10% of the cost of 

6 30(6) the standard housing benefit which would have been under the 

statutory schemes. The ’permitted total’ of housing benefit which 
Permitted may be granted under a local scheme is therefore:- 

Totals 
Reg 2 

a. 100% of the benefit cost in certificated cases; and 

b. 110% of the statutory benefit cost in standard cases. 



SO Article 
5(c) S 32 
(2)(b) 




17.21 Extra benefit granted in individual cases (under 
regulation 25) or under a local scheme is not eligible for 
subsidy. For further details, see Chapter 26, paragraph 26.08. 

17.22-17.99 





Printed image digitised by the University of Southampton Library Digitisation Unit 



(Arndt 4) 



CHAPTER 18. HIGH RENT SCHEMES 




Sch 4 



18.01 This chapter gives guidance on high rent schemes, under 
which entitlement to a rent rehate or rent allowance is 
calculated on a more generous formula. 



General Authorisations 



Sch 4 
paras 1 
(a)&2(a) 





Sch 4 
para 4 




Qualifying thresholds 

18.02 An authority may apply to the Secretary of State for 
authorisation to operate a high rent scheme if:- 



a. the average council house rent; or 

b. the average private sector registered rent (including 
housing association rents); 

in its area exceeds a specified threshold. 

18.03 The thresholds are set at 130% of the national average 
council house rent for the public sector, and 130% of the 
national average registered rent for the private sector. The 
thresholds which apply from December 1986 are as follows: 

a. for housing authority dwellings £20.66 (130% of 
£15.89); 

b. for private sector dwellings £26.68 (130% of £20.52). 

New thresholds are normally announced in August or September each 
year, and apply from the date of the annual uprating in November. 

Applications 

18.04 An authority may apply for authorisation to operate a 
high scheme if:- 

a. the average rent of its council dwellings exceeds the 
housing authority threshold (HAT); or 

b. the average registered rent in its area exceeds the 
private sector threshold. 

18.05 If average rents in one sector exceed the relevant 
average, but average rents in the other sector do not, an 
authority may apply for an authorisation to cover that one 
sector. If however average rents in both sectors exceed the 
relevant threshold, an authority cannot apply for an 
authorisation to cover one sector only: it may only apply for 
both sectors. 
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18.06 Applications for general authorisation should simply 
state, as appropriate:- 



a. the average council house rent, taking account of any 
increases up to and including the date from which the 
authorisation will run (see paragraph 18.14), but indicating 
the amount and date of any increase between April and 
November of that year; 

b. if known, the average registered rent for its area. 

If the authority does not know the average registered rent for 
its area, this information can be supplied on request by DHSS 
headquarters • 

High rent formula 

18.07 Although there are different qualifying thresholds for 
public and private sector authorisation, the high rent scheme 
formula for calculating entitlement is the same in both sectors. 
Once an authorisation has been granted for either sector, 
entitlement for that sector should be calculated on the following 
basis: 

a. for rents below the level of the housing authority 

threshold (HAT): no change; 

b. for rents at or above HAT: the 60% starting point for 
calculating entitlement is replaced by 

i. 90% of eligible rent less 30% HAT; or 

ii. 80% of eligible rent; 
whichever is the lesser. 

A rent allowance authorisation therefore applies to all private 
sector rents at or above the level of the housing authority 
threshold (HAT), and not just to those above the private sector 
thr eshold. 

18.08 There is no change in the tapers, or any other part of 
the housing benefit calculation. 

18.09-18.19 

Class Authorisations 

Qualifying conditions 

18.20 Authorities which do not qualify for a general 
authorisation may apply for a class authorisation covering a 
particular group of dwellings where those dwellings form a 
distinct and separate class. "Class authorisations'* will 
normally only be granted for groups of sheltered accommodation, 
almshouses or equivalent. They will not be granted for dwellings 
distinguished only by size or rent level. If an authority is In 
any doubt as to whether a particular group of dwellings would 
qualify as a "class", it should seek advice from DHSS 
headquarters • 

HOUSING BENEFIT GUIDANCE MANUAL [5.87] 



Sch 4 
paras 1(h) 
& 2(b) 



Sch 4 
paras 5-9 
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18.21 The qualifying thresholds for class authorisations in 
either the public or private sector are the same as for general 
authorisations - see paragraph 18.03. 







New Applications 

18.22 Applications in respect of groups of dwellings for which 
a class authorisation has not previously been granted should 
include the following information, as appropriate 

a. the name and full postal address of the group of 
dwellings ; 

b. the name of the owner; 

c. the average rent (including eligible service charges, 
but excluding ineligible sums) for the group of dwellings at 
the time of application, and also at the date from which the 
authorisation will run, if this is different (see paragraph 
18.31); 

d. confirmation that ineligible service charges have been 
excluded; 

e. where a group of dwellings includes properties at 
different rent levels, what these are and the number of 
dwellings to which each applies; 

f. that the group of dwellings consists of sheltered 
accommodation for the elderly or disabled, if that is the 
case; 



g. where (f) does not apply, details of the 
characteristics which distinguish the group of dwellings 
from others in the area. 

Renewal applications 

18.23 An application for renewal of an authorisation in respect 
of groups of dwellings need not repeat information already 
provided in connection with the original application. It will be 
sufficient to state: 

a. the name and address of the group of dwellings; 

b. details of any changes, particularly in rent levels, 
since the previous application; 

c. that all the other information remains the same. 

Class authorisation formula 

18-24 Where a class authorisation has been granted for a group 
of dwellings in either the public or private sector, entitlement 
for claimants living in those dwellings should be calculated in 
the same way as under a general authorisation - see paragraph 
18.07. In particular, where a class authorisation has been 
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(Arndt 4) granted for a group of dwellings in the private sector, the more 

generous formula applies to all dwellings with a rent at or above 
the housing authority threshold. 

18.25-18.29 



Periods for which authorisation is granted 

18.30 Authorisations run from 1 December 1986 to 29 November 
1987. Once an authorisation has been granted it will run for the 
full period of the authorisation, regardless of any subsequent 
changes in rent levels (but subject to any changes in 
regulations. 

Sch 4 

18-31 The only exception is where a class authorisation is 
granted for a group of dwellings which are newly opened during 
the year: in that case, the authorisation will run from the date 
on which the dwellings are first occupied. 

Address to which applications should be sent 

18.32 Once the new thresholds have been announced, applications 
for general or class authorisations should be sent to Room 470, 
New Court, Carey Street London WC2 2LS. 

18.33-18.99 
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CHAPTER 19: STUDENT CLAIMANTS 



€ 

19.01 This chapter gives guidance on the treatment of claims 
from students. 

Students in non— advanced education 

19.02 The majority of claims for housing benefit will be from 
students in advanced education but this chapter applies equally 
if the claimant 's course is non-ad vanced . 

19.03-19-04 






* 



9 
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ELIGIBILITY FOR HOUSING BENEFIT 



General 

19.05 Students are eligible for bousing benefit in the normal 
way (see Chapter 2), unless paragraph 19.07 applies. If they are 
liable to pay rent or rates on dwellings they occupy as their 
home (or, subject to the usual conditions, make payments as if 
liable) students will be eligible for housing benefit. 

Authorities are not expected to refuse benefit simply because the 
accommodation (whatever its nature) is the student’s home only 
during term-time. 

University or college accommodation 

19.06 Student tenants of educational institutions, although 

excluded from protection under the Rent Act 1977, are not 
excluded from housing benefit: nor are other students living in 

colleges or halls of residence. However students in halls of 
residence where free board and lodging is provided will only be 
eligible if they are liable to meet part of the charge (see 
paragraph 19.38). 

Additional Condition Attached to Eligibility in Standard Cases. 

19.07 Even if they satisfy the usual conditions for eligibility, 

Reg 12 students may be ineligible for standard housing benefit if they 

are from overseas and have limited leave, or no leave, to enter 
or remain in the UK.^ It is necessary to make routine enquiries 
in all student cases to check that students are not ineligible 
because of this additional condition. The procedure to be 
followed is explained in paragraphs 19.70 to 19.88. 

Certificated Cases 

19.08 There are no special rules regarding the eligibility of 
students for certificated housing benefit. However, in practice, 
students are rarely entitled to qualifying supplementary benefit 
in term time, and in vacations only if they remain at their 
term-time address. Overseas students who are ineligible for 
standard housing benefit are not excluded from eligibility for 
certificated housing benefit: they may be able to get qualifying 
supplementary benefit in certain circumstances, in particular if 
they have temporary difficulties receiving funds from abroad. 

Eligibility for benefit on term-time addresses during vacations 

19-09 Students often leave their term-time address during 
vacations. They should be regarded as continuing to occupy this 
address as their home provided the normal conditions for 
eligibility during temporary absences (see chapter 2, paragraph 
2.24) are satisfied. However students will not be eligible for 
housing benefit in respect of retaining fees (see chapter 3, 
paragraph 3.77) or if they do not have the right to occupy the 

dwellings should they choose to do so. Nor will students be 

eligible for housing benefit for dwellings which they do not 

occupy - for example because they have not moved in (see chapter 

2 , paragraph 2.29). 

19.10-19.19 
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ELIGIBLE REMT 




Grant— aided students 

19*20 Student grants include an amount for accommodation costs. 
To avoid double provision from public funds, special arrangements 
apply when calculating standard housing benefit for grant-aided 
students . 



Definition of grant-aided student 



Reg 2(1) 19.21 A grant-aided student is a student who is receiving one of 

the classes of award or grant specified in Part I of Schedule 1 
to the regulations. Schedule 1 is reproduced in the Annex. If a 
student is receiving a Schedule 1 award, he or she is grant-aided 
student, regardless of the amount of the award. Because of 
parental contributions, some students receive Schedule 1 awards 
for their course fees only, but they are still grant-aided 
students for housing benefit purposes. 

m 

Specified grants and awards 




19.22 Host of the types of grant which are paid out of the 
public funds of this country are specified in classes 1 to 22. 
These include mandatory and discretionary awards made by 
Education Authorities in England and Wales, the equivalent awards 
in Scotland and Northern Ireland, and postgraduate awards from 
various sources. The most common type of grant is the mandatory 
award for students taking first degree and comparable courses, 
courses of initial teacher training and courses leading to the 
Diploma of Higher Education and the Higher National Diploma. 

Grants and awards not specified 

19.23 In addition to the specified grants and awards, Class 23 
covers any others which are considered to be analogous to those 
specified in classes 1 to 22. 

Overseas grants and awards 

19.24 Class 24 covers awards or grants which are paid out of the 
public funds of another country. Therefore the term grant-aided 
student does not just apply to students with UK grants: it 
applies equally to students with grants from overseas. However 
some countries support students through a system of loans rather 
than grants and a student who is in receipt of such a loan cannot 
be regarded as grant -aided. 



19.25-19.29 



The rent deduction 



Reg 18(2)(e) 



19.30 A grant-aided student is expected to meet his or her rent 
up to a certain level without looking to housing benefit for 
further assistance. Therefore a standard deduction is made when 
assessing a grant-aided student's eligible rent, except in the 
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cases listed in paragraph 19.35. The amount of the deduction is.- 



a. for students on courses in London - £ 20.80 

b. for students elsewhere - £15.75 

The two rates reflect the difference between grant levels. The 
amounts are revised when grants are revised by DES. 

Reduced awards 

19.31 Authorities do not have any power to vary the rate of rent 
deduction for students with reduced awards (for example, lower 
value discretionary awards or grants which have been reduced 
because of parental contributions) or where a Schedule 1 award is 
for course fees only. 

Period to which the deduction applies 

19.32 Most of the awards in Schedule 1 do not provide for 
housing costs throughout the year. Authorities should apply the 

Reg 18(5) rent deduction only for those periods when grants provide for 

housing costs. The relevant periods for each class of award or 
grant are specified in Part II of Schedule 1 which is reproduced 
in the Annex. They are periods of full-time attendance on the 
course, including any period of the vacation for which payments 
are made at the rate applicable to additional attendance at the 
course. For the majority of awards, the relevant period is 
term-time (that is, not short or long vacations). For sandwich 
courses it is the weeks of full-time study. However, for 
post-graduate awards which are not based on attendance for set 
terms the deduction applies for the whole period covered by the 
award . 

19.33 The rent deduction should be made for each complete week in 
a rebate or allowance period. Where the period of deduction 
specified in the regulations begins or ends with an incomplete 
week, the odd number of days does not attract the deduction. 

Joint Occupiers and the deduction 

19.34 Where several grant-aided students share accommodation as 
joint occupiers, authorities must make the full deduction from the 

Reg 18(8) proportion of the rent paid by each student claiming rent 

assistance. However only one rent deduction should be made where 
both partners in a married or unmarried couple are grant -aided 
students . 

Cases where no deduction, is made 

Reg 18(2)(e) 19.35 No rent deduction is made in the following cases 

a. in certificated cases, 

b. where in the case of a married or unmarried couple, 
only one partner is a grant aided student and he or she is 
not the person eligible for housing benefit. 

c. where the student pays rates only. 

19.36-19.37 
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“Free" Board and Lodging 

19* . >8 In certain halls of residence all or part of the board and 
lodging charge is liable to be met by the Department of Education 
and Science. In these circumstances, only such part (if any) of 
the charge as is liable to be met by the claimant would constitute 
rent. Where a proportion of the charge is liable to be met by the 
claimant , ineligible sums may be apportioned accordingly, although 
any student rent deduction" would apply in full (see paragraph 
19 . 30 ). 

19.39 
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ASSESSMENT OF INCOME 
General 

19.40 Authorities are expected to treat the whole amount of a 
student’s maintenance grant as income. Paragraphs 19.50 to 19.53 
provide guidance on the treatment of particular grant elements. 
Any other income received by a student, such as earnings, shall 
be taken into account in the normal way (see chapter 7 and 
especially paragraphs 7.40 to 7.42 for the treatment of one-off 
payments, loans and covenants). 

Parental contributions and spouse’s contributions 

19-41 In many cases, the amount of a student's grant is reduced 
to take account of a contribution from his or her parents or 
spouse (ie partner). Authorities should treat the assessed 
amount of such a contribution as the student’s income. 

Items which are not income 

19.42 Authorities are expected not to take into account as 
income any personal income of the student which reduces the 
maintenance grant (to avoid double counting). Authorities are 
also expected not to take into account as income any part of a 
grant which the student receives, specifically for expenditure on 
items outside the standard maintenance grant. These items 
include : 



a. tuition fees; 

b. supplementary grants for residential study away from 
University or College during term time; 

c. separately reimbursed travel expenses (but 

not the element for travel expenses included in the 
maintenance grant); and 

d. the special grant for equipment purchased by students 
attending a course in architecture, art and design, home 
economics, landscape architecture, medicine, music, 
opthalmic optics, physical education, physiotherapy, 
remedial gymnastics, town and country planning and 
veterinary science (or medicine). Such students may receive 
up to £90 for these items over the period of the course. 
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Income Disregards 



19.43 The normal income disregards will apply in student cases 
if appropriate (see chapter 7 paragraphs 7.60 to 7.77). In 
addition two particular disregards may apply where the eligible 
person is a grant aided student, as follows 

a. Disregard to off-set the rent deduction 

During weeks when the rent deduction has been applied, a sum 
equivalent to the actual amount deducted is disregarded from 
the student’s income (to prevent double counting). The 
disregard applies in the calculation of entitlement to rate 
rebates as well as entitlement to rent rebates and 
allowances. However there is no income disregard in cases 
where there is no rent deduction ie where the claimant pays 
rates only or paragraph 19.35(b) applies. And if a student 
has no entitlement to assistance with rent because the 
amount that would otherwise have been eligible is less than 
the standard rent deduction, the income disregard will be 
reduced, as in the following example - 



Sch 2 

para 13(a) 




Sch 2 
para 13(b) 



Example 

A student pays £12.50 a week rent, with rates extra. 

The course is outside London so the standard rent deduction 
is £15.75. 

As the rent is less than £15.75 the actual rent deduction in 
this case is equal to the entire rent of *,12.50. 

Therefore the student gets no assistance with rent and the 
amount of income to be disregarded when calculating the rate 
rebate is £12.50, not £15.75. 

b. "Two Homes" Grant 



A student who has to maintain a home for himself and any 
dependant away from his course accommodation may be awarded 
a "two homes" educational grant. When such a student claims 
housing benefit, the two homes grant must be disregarded 
(whether the claim is in respect of tne term-time 
accommodation or the family home) . See paragraphs 
19 . 51b(iii) and 19.55 about the treatment of a two homes 
grant where the claimant is not a student and paragraph 
19.63 about eligibility for benefit on two homes. Ho other 
disregards apply to grant income. 

19.44-19.49 

Period to which grant income relates 




Basic maintenance grant 

19.50 The main element of mandatory and full value 
discretionary awards in England and Wales (and equivalent grants 
in Scotland and Northern Ireland) is a basic maintenanc e g ra n£ 
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which covers the student’s own maintenance in term-time and the 
Christmas and Easter vacations. Authorities should assess income 
from the basic maintenance grant as follows :- 

a * term-time : Deduct from the total grant the amount 

applicable for vacation maintenance (£2 7.50 for each week of 
the Christmas and Easter vacations) and divide the resulting 
figure by the number of term-time weeks. Paragraph 19.61 
gives examples of this procedure; 

b * the Christmas and Easter vacations : £27.50 (the amount 

of maintenance for each week of the short vacations); 

c * the summer vacation : Nil 

Additions to the basic maintenance grant 

19.51 Additions to the basic maintenance grant should be taken 
into account according to the period to which they relate. The 
relevant periods are as follows :- 

a * term-time, short vacations and summer vacation : 

i* Dependants’ Allowances (in respect of the 
student" 7 !! partner and/or any dependent children. These 
These allowances are not payable in certain 
circumstances and instead some students receive 
allowances under a hardship scheme administered by DH.SS 
in Blackpool - see (iv) below and (b)(iii)); 

ii° Mature Students Grant (for students aged 26 or 
over at the beginning of a course who satisfy certain 
certain conditions regarding previous earnings and 
employment); 

iii* _ extra allowance for widowed, divorced or 
separated students (this allowance is subject to 
certain conditions and cannot be paid together with a 
Mature Students Grant); 

iv * " Hardship allowances for the dependants of a 
one— parent family (where the normal dependants* 
allowance is not payable). 

Income from (i)— (iv) is taken into account throughout the year. 
Calculate the weekly income by dividing the annual amount by 52 

(or 53 if appropriate). Paragraph 19.61b gives an example of 
this . 
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term-time only i- 






b. 



i . additional grant for extra attendance . Where this 
grant is payable it means, in effect, that the duration 
of the term is extended for the individual student 
concerned. This grant should be added to the basic 
maintenance grant for the purpose of calculating 
term-time income. Any weeks for which it is payable 
should be counted as term-time weeks. Paragraph 19.61b 
gives an example of this. 

ii. Hardship allowances for couples (where the normal 
dependants, allowance is not payable); 

iii. Two Homes grant (this is disregarded in full where 
the claimant is a student but not otherwise). 

c. vacations only :- 

i. additional grant for vacation study ; 

ii. discretionary vacation hardship allowance . 

These allowances should be taken into account during the 
vacations in which they are paid. This can include the 
summer vacation. 

Post-graduate awards 

19.52 Student awards by public bodies for post-graduate study 
and research are normally intended to cover maintenance during 
both term time and vacations. For any claim from such a student 
for the periods covered by the grant, the amount of grant he or 
she receives shall be divided by the number of weeks to which it 
relates (normally 52 or 53) to give a weekly average of income. 

Discretionary awards 

19.53 Some students receive discretionary awards which are less 
than the rate for a mandatory award. Authorities are expected to 
assess these grants in the way set out in paragraph 9.50, unless 
a particular award is expressly for term-time only, or for some 
other specified period which differs from that for a mandatory 
award . 

19.54 



Couples where one or both partners are students 

19.55 In considering a claim from a person whose partner is a 
student, authorities are expected to assess the partner’s grant 
income in the same way as for a student claimant. However the 
rent deduction and corresponding income disregard only apply if 
the claimant is a grant-aided student. Therefore :- 

a. if the claimant is not also a grant-aided student, there 
will be no rent deduction and no income disregard; 
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b. if both claimant and partner are grant-aided students 
there will be only one rent deduction and a corresponding 
disregard applied to their joint income. 

The partner 1 s grant income does not attract an earnings 
disregard. Nor is a "two homes" grant disregarded if it is paid 
to a student who is not the claimant. 

19.56 Where one of a couple receives a grant which includes an 
assessed contribution from the spouse, authorities are expected 
lo ignore an amount equivalent to the assessed contribution when 
considering how much of that person's income to take into account 
as part of the couple's joint income. This is because this 
amount will already have been taken into account as income as 
part of the student's income from his grant. 

19.57-19.59 
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ADMINISTRATION OF STANDARD CLAIMS 



Inf oicmatioii needed in connection with claims 

19.60 The special considerations that apply in determining 
student claims for standard housing benefit mean that authorities 
need additional information to that provided in other cases. 
Authorities may wish to use a special student claim form to 
ensure that ail the additional information is collected 
automatically. The following points in particular need to be 
established in ail student standard cases:- 

a. is the claimant an ineligible overseas student? see 
paragraphs 19.70 to 19.89 

b. is the student eligible in term-time only or in 
vacations as well? - see paragraph 19.09; 

c. does the student receive a grant? If so, how is this 
made up? Students should be able to produce a notification 
from the grant— awarding body which will enable the authority 
to check what sort of grant it is and how it has been 
worked out . 

d. when does term-time start and finish? 

Calculation of benefit in term-time - Examples 

19.61 The following examples show how benefit should be 
calculated for grant-aided students in term-time. 

Example 1 







There are 30 term-time weeks and 8 vacation weeks. The 
student receives a basic maintenance grant, including 
parental contribution, of £1,830. He has no other income. 



He pays £18.00 rent and £2.50 rates a week. 

Step 1 - calculate eligible rent : 

full rent is £18.00 

Subtract rent deduction 

(outside London rate) £15.75 

Eligible rent is £ 2.25 

Step 2 - calculate term-time grant income - 

~~~ annual grant is £1,830 

Subtract amount included for vacation 

maintenance - £27.50 x 8 weeks = £220 

Total term-time grant income is £1,610 

Divide by number o£ term-time weeks (30) 

Weekly term-time grant income is £53.67 



Disregard actual amount of rent deduction £15.75 

Weekly term-time income taken into 

account is £37.92 
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Step 3 - calculate rent allowance 



60% of eligible rent is £1.35 



Income is £9.78 below needs allowance. 

Add 25% of £9.78 £2.45 

£3.80 



Maximum benelit is £2.25 (100% of eligible rent) 

Therefore rent allowance during term-time is £2.25 a 
week. 

Step 4 - calculate rate rebate 

60% of eligible rates is £1.50 

Add 8% of £9.78 £0.78 

Rate Rebate is £2 .28 

Total housing benefit payable in term— time is £4.53 a 
week 



Example 2 



A single student attends a course in London. There are 32 
term-time weeks and 8 vacation weeks. She receives a basic 
maintenance grant of £2,165 plus an additional grant for 2 
weeks extra attendance (§ £50.05 a week, and a mature 
students grant of £520. She has no other income. She is an 
owner-occupier paying £10 a week rates. 

Step 1 Calculate income from grant elements which are for 
the whole year ~ 



Mature students grant is £520 

Divide by number of weeks to which it applies (52) 

Weekly income to be taken into account 

for 52 weeks is £10.00 



Step 2 Calculate income from grant elements which are for 
term-time only ' ***"' 

annual basic maintenance grant is £2,165 

Add grant for 2 weeks extra attendance £100.10 

£2,265.10 



Subtract amount included for vacation 

maintenance - £2 7.50 x 8 weeks = £220 

£2.045.10 

Divide by number of term-time weeks (32) 

Weekly amount is £63.91 
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Step 3 Calculate total term-time grant income 






Weekly mature students grant is £10.00 

Weekly amount of other grant elements is £63 .9 1 

Weekly term-time income taken into account is £73.91 

The student pays no rent so there is no rent 
deduction or corresponding income disregard. 

Step 4 Calculate rate rebate 

60% of eligible rates is £6.00 



Income is £26.21 above needs allowance Deduct 13% £3.41 

Sate Rebate is £2.59 a week 

Revision of benefit in the vacations 

19.62 During vacation periods standard housing benefit granted 
to most student claimants has to be re-assessed because of 
changes in income and/or because the rent deduction does not then 
apply. These reassessments shall be based on: 

a. income of £27.50 as the amount for maintenance for each 
week of the Christmas and Easter vacations; 

b. any extra grant made for vacation study or 
discretionary vacation hardship allowances ; 

c. any other grant elements which are to be taken into 
account in the vacations (such as dependants’ allowances); 

d. any other income received by the student in the 
vacation (such as earnings); 

e. any other regular income. 

However any supplementary benefit paid to a student claiming 
standard housing benefit shall be disregarded in full. 

Benefit for two homes 

19.63 The normal rules regarding overlapping benefit for two 
homes apply in student cases (see chapter 2 paragraph 2.30) but 
otherwise a student who maintains two homes will be unable to get 
housing benefit in respect of both of them. However the partner 
of a student who is receiving benefit for a term-time address may 
be entitled to benefit in his or her own right in respect of the 
other home, provided he or she satisfies the usual conditions for 
eligibility. Both claims should be assessed on the basis of the 
couple’s joint income and paragraph 19.55 will apply in the 
partner’s case. 

19.64-19.69 
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ELIGIBILITY OF OVERSEAS STUDENTS FOR STANDARD HOUSING BENEFIT 

19.70 Under the Immigration Rules students from overseas are 
normally required to be able to support themselves and pay their 
accommodation costs without recourse to the public funds of this 
country. Most overseas students are therefore excluded from 
eligibility for standard housing benefit. 

Overseas Students who are eligible 

19.71 Only the following groups of overseas students are 
eligible for standard housing benefit: 

a. overseas students who have the right of abode in the 
United Kingdom or leave to stay here indefinitely 

Note : 

(i) This includes all British citizens and Eire nationals. 
It also includes other people, of any nationality, who have 
been granted the right of abode or indefinite leave. 

(ii) Not all British nationals are British Citizens. In 
particular many people from Commonwealth countries have 
British nationality but are not British citizens and do not 
automatically have the right of abode here. They may be 
British Overseas citizens, British Dependent Territories 
citizens or British subjects (formerly British subjects 
without citizenship). 

b. overseas students with limited leave who are nationals 
of a member of state of the European Community (EC) or of a 
country which has signed the 1953 European Convention on 
Social and Medical Assistance. 





Note: 

(i) The EC member states, apart from the UK and Eire are:- 

Belgium, Denmark, Federal Rupublic of Germany, France, 
Greece, Italy, Luxembourg and the Netherlands. 

(ii) Countries which are not EC members states but which 
have signed the Convention are:- 

Iceland, Malta, Norway, Portugal, Sweden and Turkey. 

(iii) Although housing benefit is legally payable the fact 
that a student from an EC or Convention Country is having 
recourse to public funds may affect his or her right to stay 
here. The publicity leaflet (see paragraph 19.76 and 
Appendix 6) draws attention to this point to ensure that 
students from EC and Convention countries do not jeopardise 
their status unwittingly. 




* 
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Reg 12 






c. overseas students with limited leave which has not been 
granted on the basis that the student can support him or 
herself without recourse to public funds 



This will not apply to a student who has been granted leave 
to enter or remain in the UK solely for the purpose of 
study. Nor does it apply to most other temporary visitors. 
However there may be cases where a student has limited 
leave to stay here but is not precluded from having recourse 
to public funds, for example 

- if he has been admitted as the husband of a British 
citizen, 

- if he or she has been granted refugee status or political 
asylum, 

- if he or she has been given limited leave exceptionally 
outside the normal rules. 

19.72 Overseas students who do not come within one of the 
categories in paragraph 19.71 are ineligible for standard housing 
benefit. Also ineligible are students who have stayed beyond the 
period of their leave, or who are the subject of a deportation 
order, or who are illegal entrants. 

19.73-19.74 

Ident if icat ion of Eligible Overseas Students 

19.75 Authorities will appreciate that enquiries connected with 
a person's Immigration status must be carried out tactfully and 
in a way that will not cause offence. The checking of passports 
is a particularly sensitive issue and although, as paragraph 
19.78 indicates there will be cases where it will be necessary to 
obtain verification of a person's immigration status, students 
should not be asked to produce their passports as a matter of 
course. Immigration status should only be verified in cases 
where the information provided by the student raises doubts about 
his or her eligibility which cannot be removed in any other way. 

Publicity 

19.76 It is unlikely that students will claim benefit if they 
are aware that they are ineligible for it. Therefore, publicity 
about the rules regarding eligibility for housing benefit should 
be made available to overseas students before they actually claim 
it. Appendix 16 contains a model leaflet. Authorities are 
expected to issue the leaflet to all student claimants (not just 
those that are, or appear to be, from overseas) and to make it 
generally available, eg. through colleges or Students' Unions. If 
authorities use a separate claim form for students, the leaflet 
can be incorporated in it. 
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Claim Forms 



19.77 It should be possible to identify most of the students 
who are eligible for benefit from the information provided on 
claim forms, without making further enquiries. To do this, the 
following wording should be included in claim forms: 

"Please answer these questions if you are a student. Before 
you do so look at the Notes for Students from Overseas. 

A. Are you a British citizen? (See Notes for what 
this means) 

B. If you are not a British citizen: 

i. What is your nationality? 

ii. Are you entitled to remain permanently in the 
United Kingdom?" 

It is important that all students, not just those from overseas, 
are asked to answer these questions. The Appendix 16 leaflet 
tells overseas students with limited leave (who should answer 
"No" to B(ii)) to provide additional information about the 
circumstances in which leave to enter or remain in the UK was 
granted. 

19.78 Authorities should take action as in paragraphs 19.79 to 
19.85 depending on the answers to the questions in paragraph 
19.77 and any other information provided by the student. 

Answer to A - YES — ie student is a British citizen 

19.79 The student is eligible for housing benefit. The student 
should not normally be asked to prove that he or she is a British 
citizen. 

Answer to B(i)- national of Eire, an EC country or Convention 
Country 

19.80 This indicates that the student is eligible for housing 
benefit. The answer to B(ii) is not relevant. Further enquiries 
about the student’s nationality should only be made if he or she 
is receiving funds from a different country to the stated country 
of origin or there is some reason to doubt the answer to B(i). 
Authorities should not ask to see the student’s passport if the 
doubt can be removed by other means. 

Answer to B(i) - any nationality not covered under paragraph 

19.80 (including British). Answer to B(ii) - YES 

19.81 The answer to B(ii) indicates that the student is eligible 
for housing benefit. The student's statement should only be 
verified if there is some reason to believe it may not be correct 
eg. if the student is receiving funds from overseas or if there 
is some other reason to believe he or she does not normally live 
in the UK. 



Printed image digitised by the University of Southampton Library Digitisation Unit 







19.82 If verification is required, under paragraph 19.81 the 
student should be sent the letter in Appendix 17 using wording 
(a). Where the student provides his or her passport in response, 
eligibility for housing benefit will be confirmed if:- 

a. it is a British passport with "The holder has the 
right of abode in the United Kingdom" endorsed or 
printed on page 5; or 

b. there is a certificate stuck somewhere in the 
passport which is headed "Certificate of Entitlement to 
the right of abode”; or 

c. the most recent "rubber stamp” endorsement in the 
passport indicates that theholder has indefinite leave 
to enter or remain in the UK, or that there is no time 
limit on his or her stay here. 

If it is apparent that the student's stay in the UK is 
subject to a time limit consider eligibility for housing 
benefit under paragraph 19.83. 

Answer to B(i) - any nationality not covered under paragraph 
19.80 (including British) Answer to B(ii) - NO 

19.83 The answer to B(ii) indicates that the student has 
limited leave to stay in the UK and may well be ineligible for 
housing benefit. It will be necessary to establish whether leave 
was granted on the basis that the student can support him or 
herself without recourse to public funds. If this is the case 
the student is ineligible for housing benefit. The student 
should have provided additional information as to the basis on 
which he or she was given leave to stay in the UK and eligibility 
for housing benfit should be determined as follows :- 

a. the student should be treated as ineligible if it 
is clear that he or she was given leave to enter or 
remain in the UK as a student and does not have leave 
to stay here in any other capacity; 

b. if the student provides no additional information 
it should be assumed that he or she is here simply as a 
student and therefore is ineligible; 

c. if the student says he is here as the husband of a 
British citizen he should be treated as eligible. 
Verification should not be sought unless there are 
reasons for doubt; 

d. if the student says he or she is here as a refugee 
or has been granted political asylum it will normally 
be appropriate to ask for verification. However if it 
is decided that verification is not necessary, the 
student should be treated as eligible; 

e. if the student says that he or she is here on any 
other basis, the authority should ask for verification 
that leave to stay in the UK was not granted on the 
basis that the student can support him or herself 
without recourse to public funds. 
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19-84 If verification is required under paragraph 19.83 c., d. 
or e. the student should be sent an Appendix 17 letter (using 
wording (b)). Where the student provides his or her passport 
in response, authorities should treat the student as eligible for 
housing benefit without further enquiries only if the most recent 
entry states that there is no restriction on taking employment. 

An entry including the words "employment prohibited" or 
"employment permitted only with the approval of the Secretary of 
State" indicates that leave to stay in the UK was granted on the 
basis that the student can support him or herself without 
recourse to public funds and therefore that he or she is 
ineligible. 

19.85 If the student produces a passport in response to a 
request for verification but the matter cannot be resolved from 
entries in it, authorities should examine any other documents 
that may have been issued by the Immigration authorities which 
show the student's status in the UK. If the position is still in 
doubt the student should be asked to obtain confirmation from the 
Immigration authorities that leave to enter or remain in the UK 
was not granted on the basis that the student can support him or 
herself without recourse to public funds. The Immigration 
authorities will provide the student with a letter showing the 
student's immigration status and the requirements of the 
Immigration Rules under which he or she was admitted to the UK. 
The authority will then be able to decide whether or not the 
student is eligible for housing benefit. 

19.86 If the student has to get confirmation from the 
Immigration authorities the claim should not be treated as having 
been withdrawn if the information is not provided within 6 weeks. 

Variation of leave applied for 

19.87 A student should not be treated as eligible for housing 
benefit on the grounds that an application has been made for 
refugee status or some other variation to his or her leave, 
which, if granted, would mean that the requirement to support him 
or herself without recourse to public funds no longer applies. 
Eligibility should be determined only on the basis of the 
conditions which are attached to a student's current leave. 

Students without leave 

19.88 Authorities should not take any special measures to check 
if a student has overstayed his or her permitted period of leave, 
or is the subject of a deportation order or is an illegal 
entrant. Benefit should, however, be refused if it becomes 
apparent that a student falls into one of these categories. 

Contact with the immigration authorities 

19.89 Authorities should not normally need to contact the 
Immigration authorities. The student should be referred to: Home 
Office, Immigration and Nationality Department, Lunar House, 40 
Wellesley Road, Croydon, Surrey CR9 2BY . Alternatively there are 
Public Enquiry Offices in Glasgow, Harwich, Liverpool, Norwich 
and Southampton. 

19 . 90 - 19.94 
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as 



Claims from partners of ineligible overseas students 



19® 95 Benefit should not be refused on the grounds that a 
claimant's partner is an ineligible overseas student. However it 
should be pointed out that any claim may prejudice the student's 
right to remain in the UK. 

19-96-19.99 
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CHAPTER 19 







ANNEX 



SCHEDULE 1 TO THE HOUSING BENEFITS REGULATIONS 



PART 1 



Classes of award or grant 



Class 1:. 



Class 2: 



Class 3: 



Class 4: 



Class 5: 
Class 6: 



awards bestowed under section 1 of the Education Act 
1962, other than those in respect of attendance at 
sandwich courses and part-time courses of teacher 
training 

awards bestowed under section 2 of the Education Act 
1962 in respect of attendance at sandwich courses 

awards bestowed under section 2(1) of the Education 
Act 1962 in respect of attendance at courses of 
full-time education within the meaning of 
section 2(2) of that Act 

awards (other than State Studentships) in respect of 
attendance at courses designated by or under the 
State Awards Regulations 1978 

State Studentships 

awards or grants, being bursaries, scholarships or 
allowances granted under section 49(1) or 73(f) of the 
Education (Scotland) Act 1980 other than those in 
respect of attendance at sandwich courses 



Class 7: awards or grants, being bursaries, scholarships or 

allowances granted under section 49(1) or 73(f) of the 
Education (Scotland) Act 1980 in respect of attendance 
at sandwich courses 



Class 8: Postgraduate Agricultural Studentships awarded by the 

Ministry of Agriculture, Fisheries and Food 

Class 9: Postgraduate Agricultural Studentships awarded by the 

Department of Agriculture and Fisheries for Scotland 



Class 10: awards for courses for orthoptists , physiotherapists, 

occupational therapists, radiographers, remedial 
gymnasts, dental hygienists and dental hygienists and 
dental auxiliaries made by the Department of Health 
and Social Security 



Class 11: awards for postgraduate social services courses made 

by the Department of Health and Social Security 

Class 12: Technical Assistance Study Fellowships awarded by the 

Overseas Development Administration 

Class 13: Postgraduate Studentships, or Postgraduate 

Fellowships, awarded by the Agricultural Research 
Council, the Medical Research Council, the Natural 
Environment Research Council, the Science Research 
Council, or the Social Science Research Council 
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Class 14: 


Postgraduate Bursaries awarded by the Social Science 
Research Council 


Class 15: 


Intercalated Studentships awarded by the Medical 
Research Council 


Class 16: 


Bursaries awarded by the United Kingdom Atomic Energy 
Authority 


Class 17: 


awards by the British Council under British Council 
Scholarships, Scholarships and Fellowships made under 
the Commonwealth Scholarship and Fellowship Plan, and 
awards made by the World University Service 


Class 18: 


awards made under Articles 39 and 40 of the Education 
and Libraries (Northern Ireland) Order 1972 or 
regulations made there under other than awards in 
respect of attendance at sandwich courses 


Class 19: 


awards made under Articles 39 and 40 of the Education 
and Libraries (Northern Ireland) Order 1972 or 
regulations made there under in respect of attendance 
at a sandwich course 


Class 20: 


awards made under Article 40 of the Education and 
Libraries (Northern Ireland) Order 1972 being 
bursaries in respect of postgraduate courses or 
courses comparable to postgraduate courses 


Class 21: 


awards made under Article 40 of the Education and 
Libraries (Northern Ireland) Order 1972 being 
studentships in respect of postgraduate courses or 
courses comparable to postgraduate courses 


Class 23: 


Industrial Scholarships awarded under section 20(1) of 
the Education Act 1980 in respect of persons 
undertaking full-time courses of higher education 
within the meaning of section 20(2) and (3) of that 
Act 


Class 24: 


any awards or grants considered by the appropriate 
authority to be analogous to any of the preceding 
classes of awards or grants 


Class 24: 


any award or grant for the purpose of attending a 
course of education which is financed out of the 
public funds of another country or is otherwise made 
by or on behalf of the government of, or an 
institution funded out of the public funds of, another 
country 
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PART II 



Period of deduction for students when calculating eligible rent 



Column 1 


Column 2 


Type of award or grant 


Period of deduction 







Classes 1* 6, 10, 15, 16 and 18 



Classes 2, 7, 19 and 22 



Classes 3, 4, 11, 14 and 20 
Classes 5, 8, 9, 12, 13, 17 and 

Class 23 



Class 24 



Each term; and any period of 
the vacation in respect of 
which payments are made in 
pursuance of the award or 
grant at the rate applicable 
to additional attendance at 
the course. 

Each period of full-time 
study in an establishment, 
and any period of the 
vacation in respect of which 
payments are made in 
pursuance of the award or 
grant at the rate applicable 
to additional periods of 
such study. 

Each term. 

The period for which a state 
award is tenable under 
regulation 9 of the State 
Awards Regulations 1978. 

A period equivalent to 
the period specified 
above in relation to the 
class to which the award 
or grant is considered by 
the appropriate authority 
to be analogous. 

The period for which the 
grant or award in question 
is tenable. 
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CHAPTER 20: OCCUPANTS OF GOVERNMENT-OWNED RESIDENTIAL PROPERTY 





Regs 7(2) 
(a) & (2) 
(l)(defn 
of Crown, 
tenant) 




Reg 2(1) 
(defn of 
rent) 



m 



20.01 Certain occupants of government-owned residential 
property are eligible for rent allowances in the normal way. 
Others are excluded from eligibility and instead receive rent 
assistance from their landlords (under the voluntary scheme see 
paragraphs 20.10 - 20.15) or through supplementary benefit 

Eligibility 

Ineligible occupants ("Crown tenants") 

20.02 Occupants who fall into the category of Crown tenants as 
defined in regulation 2 are ineligible for rent allowances. A 
Crown tenant is a person who occupies a dwelling under a tenancy 
or licence where the landlord’s interest either 



a. belongs to Her Majesty in right of the Crown (except 
where the property is managed by the Crown Estate 
Commissioners); or 

b. belongs to a government department; or 

c. is held in trust for Her Majesty for the purposes of 
a government department . 

Eligible Occupants 

20.03 The following occupants are eligible for rent allowances 
in the normal way 

a. Irregular occupants. In certain circumstances former 
Crown tenants or licencees remain in occupation of 
government-owned property for a period after the tenancy or 
licence has been terminated. Such people are generally 
known as "irregular occupants" and they will often be 
ex-servicemen or former wives of servicemen who are waiting 
to be re-housed. As they do not have a tenancy or licence 
(strictly they are trespassers), irregular occupants are 
not Crown tenants as defined in the regulations and they 
are therefore not excluded from eligibility for rent 
allowance. The payments irregular occupants make - mesne 
profits or payments for use and occupation - count as rent 
for housing purposes (see chapter 3 paragraphs 3.72 and 
3.73). 

b. Tenants or licencees of properties managed by the 
Crown Estates Commissioners : 

c. Tenants or licencees of properties belonging to the 
Duchies of Cornwall or Lancaster (these are not Crown 
properties as such). 

20.04 Authorities must treat claims for standard or certific- 
ated housing benefit from eligible occupants of government-owned 
property in the normal way. 

20.05-20.09 
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The Voluntary Scheise 



SB Reqts 
Reg 18 
(D(b) 



20-10 Rent rebates from their landlords are available to Crown 
tenants on the same terms as standard rent allowances are 
available to tenants of private landlords. 

20-11 Some government departments (such as the Ministry of 
Defence) assess rebates for Crown tenants themselves, without 
involving the local authority. Otherwise, authorities will be 
expected to assist government departments to administer their 
rebate schemes, as outlined in paragraphs 20.12 to 20.13. 

Administration - LA involvement 

20.12 The method of administering rebates for Crown tenants is 
as follows. Government departments obtain claim forms from 
authorities in whose area there is Government owned property and 
issue these to their tenants for completion. The claim forms 
will be marked to identify them as claims from Crown tenants. 
Tenants will return them direct to authorities who should assess 
them in exactly the same way as standard cases, taking into 
account any local variations which they operate. They should 
then issue a letter or form to the tenant notifying him of the 
amount of rebate and the period for which it is due. Authorities 
should take no further action to implement the rebate. Tenants 
will forward the notification to their landlord department which 
will be responsible for paying the rebate. 

20.13 Authorities should retain the completed forms as a record 
of the assessment. Regular reviews, should be undertaken in 
accordance with authorities* normal programmes. For this 
purpose, authorities are expected to include Crown tenants in the 
repeat claim arrangements which apply to claimants for standard 
housing benefit. Tenants will also notify authorities of changes 
of circumstance in the normal way. 

LA administration costs 

20.14 Authorities will be fully reimbursed for their operating 
costs by the departments of the tenants concerned. Each 
authority should decide the charge for assessing rent rebates. 
Government departments have been asked to make arrangements with 
individual authorities for meeting these charges. 

Relationship between the voluntary and statutory schemes 

20.15 The voluntary and statutory schemes are not to be 
regarded as alternatives. The voluntary scheme is not available 
to irregular occupants or other persons eligible for rent 
allowances under the statutory scheme. 

20.16-20.19 

Supplementary Benefit 

20.20 If a Crown tenant is on supplementary benefit the amount 
of rent he or she pays will be taken into account in the 
supplementary benefit assessment. This means that a Crown tenant 
on supplementary benefit gets the same level of rent assistance 
as a certificated claimant. 

20.21-20.99 
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CHAPTER 21: OVERPAYMENTS 



21.01 This chapter gives guidance on recovery of, and accounting 
arrangements for, overpayments. Subsidy for overpayments is 
dealt with in chapter 26. 



Definitions 

21.02 The terms used in this chapter have the following 
meanings : - 



Reg 45 a. Overpayment: any amount of housing benefit which has 

been paid but to which there was no entitlement. This 
includes cases where entitlement is reduced following a 
change of circumstance. 



b. Double overpayment: a double overpayment is one where 
both housing benefit (including water charges, where 
appropriate) and supplementary benefit have been overpaid. 

c. Single overpayment: a single overpayment is one where 
housing benefit only (including water charges, where 
appropriate) has been overpaid. 

d. Payment: reference to payment being issued or made 
covers a grant of benefit by cash payment or equivalent or a 
credit to the rent and/or rate account. 

e. Date of issue: the date the payment is despatched 
from the local authority. 

21.03 - 21.09 
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(Arndt 2) 



STANDARD CASES 



Recovery 



Reg 47 


21.10 Authorities may seek recovery of all overpayments of 
standard bousing benefit (including standard housing benefit 
overpaid in housing benefit supplement cases). It is for each 
authority to decide whether an overpayment should be recovered 
but, for example, where there has been an official error, 
authorities should take all the circumstances of the case into 
account including whether the rate of recovery will result in 
hardship to the claimant. Without prejudice to any other methods 
of recovery, overpayments of standard housing benefit may be 
recovered by way of deductions from continuing or future housing 
benefit (standard or certificated; rent rebate or allowance or 
rate rebate) but they cannot be recovered from social security 
benefits. If recovery is being made from a subsequent grant of 
certificated housing benefit authorities should bear in mind that 
the claimant is receiving supplementary benefit. In these 
circumstances the maximum rate of recovery should be £4.50 per 
week but if the claimant shows that this level of recovery will 
cause him hardship, authorities are expected to reduce the 
recovery rate. Authorities may decide to control recovery action 
through the rent and/or rate account. Housing benefit 
overpayments do not constitute rent and/or rate arrears and 
authorities should therefore, if necessary, be able to 
distinguish overpaid housing benefit from arrears of rent or 
rates . ^ Although some computerised systems may be unable to make 
this distinction, authorities should make it clear to the 

claimant that payments being sought include overpaid housing 
benefit. 6 




Accounting arrangements 

shortly eParate informat±on on accounting requirements will follow 
21.12 - 21.14 



Printed image digitised by the University of Southampton Library Digitisation Unit 



HOUSING BENEFIT SUPPLEMENT CASES 



21-15 Authorities should recover overpayments of standard 
housing benefit in accordance with paragraph 21.10 but because 
there is no provision to recover housing benefit supplement from 
housing benefit, overpayments of housing benefit supplement 
should be calculated and referred immediately to the DHSS local 
office. Where, occasionally the revision results in a 
retrospective increase in standard benefit and a linked decrease 
in housing benefit supplement (or vice versa) the change in one 
benefit may be offset against that of the other for payment 
purposes. 

21.16 In the event of an overpayment of housing benefit 
supplement the local office will need the following information: 

a. period of the overpayment; 

b. amount of the overpayment; (although the DHSS 
local office should already have this information to 
hand) 

c. the reason for the overpayment. 

See Appendix 19 for model notification DLHB/2 . If, 
exceptionally, an authority is unable to use this notification, 
the same information must be supplied. 

21.17 Overpayments of housing benefit supplement where the 
interim award of housing benefit supplement by an authority is 
higher than the amount authorised by an adjudication officer are 
not recoverable. 

21.18 It will be for the DHSS local office to decide whether an 
overpayment of housing benefit supplement in any other 
circumstances is recoverable and, if so, the method of recovery. 

DHSS may effect recovery of housing benefit supplement: 

a. direct from the claimant; or 

b. by deduction from a range of social security 
benefits; or 

c. by deduction from continuing housing benefit 
supplement. 

Only when there is no alternative will recovery be made from 
continuing housing benefit supplement. The local office will 
write to the authority asking for recovery to be made and state 
the maximum weekly rate of recovery allowing, at least, the 
minimum payment to continue. Authorities should notify the local 
office when recovery has been completed; or, if recovery is 
ineffective or not possible, with a note explaining why. 

21.19 - 21.29 
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CERTIFICATED CASES 



Causes of Overpayments 
Claimant responsibility 

Reg 33 21.30 Certificated claimants are required to report the 

following changes in their circumstances to authorities: 

a. end of receipt of qualifying supplementary benefit; 

b. changes in rent and/or rates paid to a private 
landlord; 

c. changes in the number of non-dependants, tenants or 
sub-tenants which occur after the claimant has been notified 
of entitlement to qualifying supplementary benefit (normally 
at the same time as the certificate (A359) is issued). 

d. changes in payments due from sub-tenants. 

e. changes in a non-dependants circumstances affecting 
entitlement to the modified deduction. 

21.31 The local office will pass on details of any of the above 
changes in circumstaces reported to them in error. These changes 
should be reported to the authority and authorities should note 
that benefit overpaid before a notification is received either 
from a claimant or the DHSS local office is recoverable from the 
claimant. Authorities should pass on promptly to the DHSS local 
office any notification of a change of circumstance which might 
affect the supplementary benefit assessment (for example, a 
notification from an owner occupier that he has a non- 
dependant). Claimants are required to report all other changes 
in their circumstances to the DHSS local office. 

Rent allowance paid in advance 

Reg 42(2) 21.32 Overpayments might occur at the end of a benefit period or 

on a change of circumstance because rent allowances may be paid 2 
weeks in advance. 

Payment irregularities 

21.33 Following a report from a claimant that a payment has not 
been received or has been lost, stolen or destroyed authorities 
might decide that a duplicate payment is appropriate. If the 
original is fraudulently cashed, or is altered in some way and 
more benefit is paid than should have been, an overpayment will 
arise. 

DHSS Local Office Official Errors 

21.34 DHSS local office official errors will be identified by 
the local office, for example, on test checks of the assessment, 
or by local authorities, for example, where the local office has 
failed to transmit information on a certificate. The local 
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authority in the latter case should bring the matter to the 
attention of the local office. Action will be for the local 
office, unless housing benefit is paid direct to a private 
landlord, in which case the authority should deal with it as in 
paragraph 21.66 b. 

21.35 DHSS local office errors may result in an overpayment of 
housing benefit only, for example, where the local office has 
failed to transmit information on the certificate (form A359), or 
issues a certificate incorrectly or fails to pass on information 
on a change of circumstances which the claimant is expected to 
report to the local office rather than the local authority. 
Authorities will be asked to supply details of the housing 
benefit overpayment. 

Local Authority Official Errors 

21.36 The following count as local authority official errors: 

a. any payment issued after the margin of one week 
described in paragraph 21.54 where certificated benefit 
should either have ceased or been reduced; 

b. any payment which does not comply with Regulation 42 
which provides that rent allowance shall not be paid more 
than two weeks in advance; 

c. incorrect assessment of a matter handled by local 
authorities ie the assessment of eligible rent and/or 
rates, amenity deductions, deductions for non-dependents, 
income from sub-tenants; 

d. failure to act on a notification from the claimant or 
DHSS of a change of circumstances or that qualifying 
supplementary benefit has ceased. 

21.37 - 21.39 



Classification of overpayments 

21.40 Both single and double overpayments can be classified as: 

a. claimant error (paragraphs 21.30 to 21.31); 

b. payments in advance (paragraph 21.32); 

c. payment irregularities (paragraph 21.33); 

d. DHSS official error (paragraphs 21.34 to 21.35); 

e. local authority official error (paragraph 21.36); 

21.41 Overpayments may be due to one or more of these causes. A 
common cause of overpayments is delay or failure by the claimant 
to notify the local authority that he is no longer receiving 
supplementary benefit. Authorities are reminded that they have a 

Reg 50(3) duty to tell claimants which changes in their circumstances they 

are required to report to the authority and that they should 
draw particular attention to the need to report the end of 
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receipt of supplementary benefit. Authorities that are able to 
identify or become aware of cases where rent and/or rate payments 
commence should seek confirmation that supplementary benefit is 
no longer in payment. Authorities might wish to advise claimants 
that an allowance paid in advance will normally be recoverable. 

21.42 - 21.44 



Recovery Powers 

Reg 46 21.45 In certificated cases, overpayments are only recoverable 

where: 

a. the claimant has misrepresented, fraudulently or 
otherwise, a relevant fact eg misrepresentation of his own 
or his partner’s income in the supplementary benefit claim, 
or a private tenant stating a rent higher than he is 
actually paying; or 

b. the claimant has failed to disclose a material fact, 
for example, that he is no longer receiving supplementary 
benefit, or that a non-dependant has joined his household, 
or that either he or his partner has started work. (These 
examples are not exhaustive); or 

e. a payment of benefit has been made in advance of the 

benefit day and either the benefit period ends before that 
benefit day or a change of circumstances, for example a 
change of address, means that the claimant becomes entitled 
to a reduced amount of benefit. Such overpayments are 
recoverable regardless of misrepresentation or non 
disclosure. 

21.46 Local authority official errors are not normally 

Reg 48(1) recoverable although an authority may request a refund of an 

erroneous payment where the claimant can reasonably be expected 
to know that he has received too much benefit, for example where 
payments of standard and certificated housing benefit have been 
made for the same period. 

21.47 Responsibility for recovery is shared between local 
authority and local office and is identified under each type of 
overpayment. 

21.48 - 21.49 

Calculation of the Overpayment 

21.50 Changes in circumstances leading to a greater or lesser 
Reg 34 amount of benefit shall be effected from a benefit day in the 

week in which the change occurs. The benefit day may be before 
or after the change, but must be within six days of the date of 
the change. The overpayment shall be calculated from the benefit 
day from which the change should have been effected to the date 
housing benefit actually reduces or ends. Where qualifying 
supplementary benefit ends, any overpayment shall be calculated 
from the first benefit day after the last day for which 
qualifying supplementary benefit was paid or a date separately 
notified by the DHSS local office. 
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Reg 28(6) 

Reg 28(2) 

(b) 



Reg 28(6) 





21*51 On receipt of notification from the DHSS local office or 
the claimant that supplementary benefit has ended, authorities 
should, if possible check for any payments by the beneficiary in 
respect of rent and/or rates during the overpayment period. The 
overpayment should be reduced by the rent and/or rate payments 
made during the overpaid period, if they can be identified as, 
matching the housing benefit payments for current rent and/or 
rates . 

21.52 The overpayment must be calculated in full weeks (unless, 
prior to April 1984, less than a week’s benefit was paid under 
Regulation 21(6)) and not in part weeks. The overpayment should 
reflect the amount actually paid and should not be converted to a 
52 week figure where, for example, benefit is paid on a 48 week 
basis . 

21-53 Where entitlement to certificated housing benefit has 
ended, authorities shall send a claim form and invite the 
claimant to make a further claim for standard housing benefit. 
Where in the opinion of the authority the circumstances are 
exceptional the start of the standard housing benefit period may 
be backdated by up to 12 months which would effectively reduce an 
overpayment of certificated benefit. The award cannot overlap 
certificated benefit properly paid during periods of qualifying 
supplementary benefit. If the claim is made within one month of 
the date qualifying supplementary benefit ends, the grant of 
standard housing benefit shall be continuous. The claimant’s 
circumstances at the time shall be relevant for any backdated 
period and not his current circumstances. 

21.54 Authorities are expected to amend, suspend or cancel 
certificated housing benefit as soon as the notification is 
received from DHSS or the claimant. Notification may be received 
too late to be implemented before the next payment is issued thus 
increasing the overpayment, and in these circumstances 
authorities are allowed a maximum margin of one week to take 
action on the notification. Any payment issued beyond this 
timescale will be local authority official error. 

21.55 In calculating the net amount of the recoverable 
overpayment the following should be deducted: 

a. any amount identified as payment towards current rent 
and/or rates, that match housing benefit payments, during 
the period overpaid; 

b. any amount of standard housing benefit and housing 
benefit supplement to which the claimant is entitled for the 
period overpaid; 

c. any part of the overpayment due to local authority 
official error; 

d. any part of the overpayment due to DHSS official 
error. 

Where they consider it cost-effective, authorities may take 
action to stop cheques already issued when the cancellation 
notice (form A360) or notification of the change of circumstances 
is received but they are not expected to confirm that cheques 
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have been presented when calculating any overpayment. If it 
subsequently comes to their attention that a payment has not been 
cashed, the cheque has been returned, can be obtained or is 
"out of time", they should revise the overpayment and notify the 
DHSS local office of the new amount of any overpayment already 
referred to them. 

21.56 Authorities should note that if liability to pay rent 
and/or rates ceased before the first date for which qualifying 
supplementary benefit is not paid, for example, the claimant dies 
or left the property, no benefit can be awarded. There is no 
need to ask for a revised cancellation notice. 

21.57 - 21.59 

Double Overpayments - Procedure for Recovery 

21.60 DHSS local offices are responsible for the recovery of 
double overpayments unless housing benefit is paid direct to a 
private landlord in which case the authority should deal with the 
overpayment as in paragraph 21.66. The recoverable housing 
benefit overpayment should be calculated as in paragraphs 21.50 
to 21.57. The cancellation notice (form A360) will indicate that 
there has been an overpayment of supplementary benefit. In the 
absence of a tick in the appropriate box, authorities may assume 
that there has been no overpayment of supplementary benefit. 

When an overpayment of supplementary benefit has been made which 
removes entitlement to certificated benefit, DHSS will request 
the following information by letter (see Appendix 12) in order to 
take recovery action in appropriate cases: 

a. the gross amount of overpaid certificated housing 
benefit before deduction of any standard housing benefit but 
after deduction of water charges and any local authority 
official errors; 

b. the period of the overpayment excluding any period due 
to local authority official errors; 

c. the amount of any standard housing benefit to which the 
claimant might be entitled for the period of the overpayment 
in b above; 

d. any amount which has been recovered; 

e. the amount of overpaid water charges - estimated if 
necessary; 

f. whether the claimant told the local authority that his 
supplementary benefit had ended and, if so, the date. 

Authorities should complete and return the letter intact to the 
local office. Where a claim form for standard housing benefit 
has been sent to the claimant, authorities should wait for one 
month before replying to the letter. If, later, standard benefit 
is awarded for part or all of the overpaid period, the authority 
should notify the revised amount to the local office. 

Authorities shall be responsible for handling any representations 
on the above sub-paragraphs. 
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21.61 DHSS may effect recovery of the net recoverable housing 
benefit overpayment: 

a. direct from the claimant; or 

b. by deduction from a range of social security benefits 
including supplementary benefit; or 

c. by deduction from continuing standard housing benefit. 

21.62 Recovery of the housing benefit element of the double 
overpayment from housing benefit will only be considered where: 

a. no supplementary benefit or other social security 
benefit is currently in payment; and 

b. standard housing benefit is in payment. 

DHSS will write to the authority asking for recovery to be made 
from standard housing benefit and state the maximum weekly rate 
of recovery. Authorities should notify the DHSS local office 
when recovery has been completed, or if recovery is ineffective 
with a note explaining why. 

21.63 If the DHSS local office decide to take civil proceedings 
to recover a debt, authorities are expected to assist the local 
office in proving the amount of the overpayment, for example, by 
providing any factual information or documentation to support 
21.60(a) to (f) above. 

21.64 



Single Overpayments - Procedure for Recovery 

21.65 Where a late notification of a change of circumstances is 
received, authorities may need to confirm that there has been no 
overpayment of supplementary benefit before taking action to 
recover a single overpayment; for example, an owner-occupier who 
did not report the arrival of a non-dependant or a claimant who 
failed to report an Increase in a payment from a sub-tenant would 
affect the supplementary benefit assessment and create a double 
overpayment. The net recoverable housing benefit overpayment 
should be calculated as in paragraphs 21.50 to 21.57. Single 
overpayments can be divided into three categories and the action 
to be taken will depend on the category and not its cause. 

21.66 Category 1 : those where the local authority is 

solely responsible for recovery action. 

a. Payment irregularities 

Overpayments will arise in rent allowance cases where the 
amount of the payment has been altered or where a duplicate 
payment is issued and the original payment Is found to have 
been cashed. Overpayments arising in these circumstances 
are for authorities to recover and they should not be 
referred to the DHSS local office. 
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b. Housing benefit paid direct to a private landlord 

i. Housing benefit may be paid direct to a private 
landlord, see paragraph 14.50. 

ii. The DHSS Local office will make no attempt to 
recover benefit overpaid to a private landlord because 
the arrangement was between the authority and landlord. 

iii. Authorities should therefore take recovery action 
where benefit has been overpaid under the direct 
payment arrangements. The claimant may be asked to 
refund the overpaid benefit, but whenever possible 
authorities should satisfy themselves as to the 
arrangements for recovery before arranging with a 
landlord to pay the claimant’s benefit direct. 
Authorities may wish to ensure that receiving landlords 
are aware that a refund of any overpaid benefit will be 
requested from them. If official error, DHSS or local 
authority, caused the overpayment no action beyond a 
reqest for a refund is expected. 

iv. DHSS must account for any benefit overpaid that 
remains unrecovered. Unrecovered amounts must 
therefore be referred to the DHSS local office. The 
details required are those identified on DLSB/AX29A at 
Appendix 12. If that form is used, it should be 
endorsed across the top with "DIRECT PAYMENT TO A 
PRIVATE LANDLORD" so that the DHSS local office can 
identify the overpayment. 

21.67 Category 2: those on matters handled by the authority 

which may be referred to the DHSS local office only because 
recovery has not been successful, or only partly successful, 
irrespective of the period of the overpayment. 

21.68 Authorities shall be responsible for action on recoverable 
overpayments on matters handled by them. Unless a category 3 
overpayment for the same period is also involved, the overpayment 
may only be referred to the DHSS local office if the local 
authority have been unsuccessful or only partly successful in 
effecting recovery. Matters for which authorities are 
responsible are: 

a. the assessment of eligible rent and/or rates; 

b. deductions for non-dependants; 

c. income from sub-tenants; 

d. payments made in advance of the benefit day. 

21.69 Recovery shall not normally be sought on local authority 
offical error overpayments but authorities should accept any 
offer to repay and invite repayment when a claimant is partly to 
blame for the overpayment or could reasonably be expected to know 
that he was receiving too much benefit. Authorities should seek 
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(Arndt 2) recovery in accordance with paragraphs 21.10 - 21.11, where, 
exceptionally, both standard and certificated housing benefit 
have been paid for the same period. This is most likely to arise 
where a claimant fails to report that he is receiving 
supplementary benefit. 

21.70 Category 3: those to be referred to the DHSS local office 

other than category 1 and 2 overpayments where the period of 
overpayment, excluding any local authority official error; 

a. exceeds four weeks; or 

b. it is four weeks or less but recovery has not been 
wholly successful. 

21.71 Authorities are required to take initial action to recover 
other single overpayments of 4 weeks or less without notification 
from the DHSS local office. In calculating the period of the 
recoverable overpayment, authorities shall deduct any period due 
to a local authority official error. 

Recovery 

21.72 Single overpayments may be recovered: 

a. direct from the claimant; 

b. by deduction from continuing housing benefit; or 

c. by some other method at the local authority's 
discretion. 

21.73 Where recovery is made from continuing certificated 
housing benefit, authorities should bear in mind that the 
claimant is receiving supplementary benefit. In these 
circumstances, the maximum rate of recovery should be £4.50 per 
week, unless the claimant agrees to a higher rate, but if the 
claimant complains that this rate of recovery is causing him 
hardship, authorities are expected to reduce this amount. 

21.74 Authorities may decide to control recovery action through 
the rent and/or rate account. Housing benefit overpayments do 
not constitute rent and/or rate arrears and authorities should 
therefore, if necessary, be able to distinguish overpaid housing 
benefit from arrears of rent or rates. Although some 
computerised systems may be unable to make this distinction, 
authorities should make it clear to the claimant that payments 
being sought include overpaid housing benefit. 

21.75 As there is a statutory power to recover overpaid benefit 
authorities may take civil proceedings to recover an overpayment 
if they wish, but they are not required to do so. It is for 
authorities to decide how far to pursue recovery, but they are 
expected to make a serious attempt to recover benefit. At least 
2 letters requesting payment should be sent to the claimant. An 
interview might be appropriate in some circumstances. Action to 
recover overpaid benefit should be taken as quickly as possible. 

21.76 - 21.77 
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Referral to the DHSS local office of category 2 and 3 

overpayments 

21-78 Recovery may not always be successful or may only be 
partially successful. Referral should be made to the office from 
whom a certificate is held or was last held. If the claimant has 
moved and his address is not known, the overpayment should be 
referred immediately to the DHSS local office. The claimant 
should be contacted if his new address is known. If the new 
address is in another local authority area the overpayment should 
be referred to the DHSS local office. Authorities should not 
refer the overpayment to the local office simply because refunds 
are not made regularly or because the recovery might take longer 
than the authority would like. Once the decision has been 
taken to refer an overpayment to the local office any delay in 
rererral should be avoided so that there is a steady flow of work 
and any break in recovery action is kept to a minimum. 

21.79 Appendix 18 contains a model notification (DLHB/1) of the 
information the DHSS local office will require in order to take 
recovery action in appropriate cases. If, exceptionally, an 
authority is unable to use the model notification the same 
information must be supplied. DHSS will need to know: 

a. the gross amount of overpaid certificated housing 
benefit before deduction of any standard housing benefit but 
after deduction of water charges and any local authority 
official error; 



b. the period of the overpayment excluding any period due 
to local authority official error; 

c. the amount of any standard housing benefit to which a 
claimant might be entitled for the period of the overpayment 
as in b above; 



d. any amount which has been recovered; 

e. any amount of water charges overpaid - estimated if 
necessary: 

f. an indication of why recovery action has been 
unsuccessful (this will avoid duplication of action by the 
DHSS local office); and 



g. any other information which the authority thinks may 
assist the local office. 

21.80 DHSS may effect recovery of the net recoverable housing 
benefit overpayment as in paragraphs 21.61 to 21.63. 

21.81 - 21.82 



Water Charges 

21.83 In all cases where housing benefit as well as water 
charges have been overpaid, the overpayment should be treated as 
a single or double overpayment according to whether supplementary 
benefit paid by the local office or by the unemployment benefit 
office has also been overpaid. 
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21.84 Where, following a change in circumstances, water charges 
are to be paid by the DHSS local office as part of the claimant’s 
supplementary benefit instead of by the authority with housing 
benefit, any overpayment of water charges should be referred to 
the DHSS local office. DHSS will require the following 
information: 

a. period of the overpayment; 

b. amount of the overpayment (estimated if necessary); 

c. reason (if known) for the overpayment; for example, a 
revised certificate (form A359) could not be implemented in 
time to prevent an overpayment. 

Appendix 18 contains a model notification (DLHB/1) which can be 
used to supply this information. 

21.85 



Death of Claimant 

21.86 The procedures for overpayments arising after, on, or 
before the death of a claimant will depend on whether the 
overpayment is double or single and in the case of a single 
overpayment the category into which it falls. Where the 
authority is responsible for the recovery of the overpayment the 
normal rules will apply except that any approach for recovery 
should only be made after careful consideration of all the 
circumstances. Any overpayment referred to the DHSS local office 
must include the information outlined in Appendix 12, 18 or 19 as 
appropriate indicating the cause of the overpayment and what, if 
any, approach has been made to recover it. The DHSS local office 
may consider recovery from a deceased persons estate. The local 
office should be alerted if it appears probable that a 
recoverable and/or an outstanding overpayment will be referred, 
with details being supplied as soon as possible. 

21.87 Housing benefit cannot be awarded to a deceased person. 
Benefit paid in error to a local authority rent and/or rate 
account will not constitute an overpayment of housing benefit. 

The rent and/or rate account should be adjusted to reflect the 
change. Payments issued to a private tenant before notification 
is received by the authority of the tenants death and cashed 
after the tenants death will be a single category 1 overpayment 
(payment irregularity, see paragraph 21.33), and should not be 
referred to the DHSS local office. Ihe authority might consider 
taking action to stop cheques already issued in appropriate 
cases. 

21.88 Rent allowances overpaid for a period after the claimants 
death because payment was made in advance (maximum 2 weeks see 
paragraph 21.32) may be referred to the DHSS local office with a 
note explaining the circumstances. A recoverable overpayment 
outstanding at death may be referred to the DHSS local office as 
"recovery partially or wholly unsuccessful" with details of how 
the overpayment arose. 

21.89 
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Accounting Arrangements 



21*90 Authorities are expected to maintain appropriate internal 
overpayment records to enable the auditors to satisfy themselves 
that claims are handled efficiently. From 1 April 1986 DHSS 
will require separate returns detailing information about 
benefit overpaid. Authorities will be advised of the 
information required as soon as possible. In the interim, 
information obtainable from DHSS local offices will suffice, 
except in the case of category I single overpayments. 

21.91 As information on amounts irrecoverable in respect of 
Category 1 payment irregularities is not held by DHSS local 
offices, a return will be required from authorities by 

31 October 1986 showing: 

a. the total amount declared irrecoverable in 1985/86; 
and 

b. the number of cases involved. 

Depending on the numbers, authorities might wish to consider 
keeping a manual record until the other accounting arrangements 
are settled. 

21.92 Authorities will be required to provide a return of 
authority official error overpayments. This will be done by 
way of entries on the final annual subsidy claim form MPF 673. 

A breakdown between the following categories will be necessary: 

a. certificated rent rebate overpayments; 

b. certificated rent allowance overpayments; 

c. certificated rate rebate overpayments. 

The number of overpayments for each category and the amounts 
involved should be entered on form MPF 673. 

The amount of water charges overpaid (estimated if necessary) 
through official error will also be required. 

21.93 Other overpayments 

Authorities will report details of overpayments to the local 
office where required in cases of: 

a. DHSS official error overpayments; and, 

b. claimant error overpayments where recovery is for 
the local office. 

21.94 - 21.99 
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CHAPTER 21 ANNEX 



Overpaid Standard Benefit 
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CHAPTER 21 ANNEX 



Overpaid Certificated Benefit SHEET 1 
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CHAPTER 21 MUM 



SHEET 2 

OVERPAID CERTIFICATED BENEFIT - SINGLE OVERPAYMENT 

See sheet "1" 




NO 
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CHAPTER 21 AMES 



OVERPAID CERTIFICATED BENEFITS - SINGLE OR DOUBLE OVERPAYMENTS SHEET *3* 



See sheet "1" 
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CHAPTER 22: LIAISON WITH LOCAL OFFICES 



22*01 This chapter deals with the liaison arrangements between 
authorities and DHSS local offices and covers aspects 
of the working relations between the two which require close 
co-operation. It also explains the procedure under which direct 
payments for rent arrears and amenity charges can be made from 
supplementary benefit. 



LIAISON 

22.02 It is essential that authorities and DHSS local offices 
work together as closely as possible. Both parties should ma ke 
sure that local liaison arrangements are clearly laid down and 
operate effectively. Particular regard should be had to:- 

a. points of contact between authorities and DHSS 
local offices; 

b. arrangements for the formal transmission of 
certificates and other documents and information; 

c. arrangements for dealing with enquiries on 
particular cases. 

Liaison arrangements should be reviewed regularly. 

22.03-22.04 



Points of Contact 



Written communications 

22.05 It is important that within each authority there is an 
agreed point to which the DHSS local office should send written 
communications. Otherwise delays are likely and there is a 
possibility of documents or information going astray. 

Liaison Officers 

22.06 In every DHSS local office a senior officer should have 
been nominated as housing benefit liaison officer. The liaison 
officer acts as the main point of contact for the local 
authority. Similarly, authorities are expected to have a single 
liaison point for DHSS to contact on matters affecting both rent 
and rates. 

Meetings 

22.07 It is suggested that regular meetings take place between 
DHSS and local authority representatives. 

Day to day contact between staff 

22.08 Day to day contact can be made easier if DHSS local 
offices and authorities provide each other with a description of 
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the way their work is organised, identifying individuals and 
their telephone extensions where possible. Exchange visits by 
DHSS and local authority staff should be encouraged to increase 
mutual awareness. 

22.09 DHSS and local authority staff should ensure that their 
signatures on memos/letters are legible so that any queries can 
be taken up with the originating officer. 

Direct telephone lines 

22.10 A problem frequently raised by both local authority and 
DHSS staff, involved in the calculation of benefits, is the 
difficulty of contacting their opposite number by telephone. 
Where direct telephone lines or tie lines have not already been 
installed, DHSS local office and local authority management 
should discuss the desirability of arranging for this. 

22.11 Where direct lines would be more efficient than existing 
arrangements, the cost of installation may be included in 
authorities’ claims for subsidy for housing benefit adminis- 
tration costs if the DHSS local office is unable to find funds 
within its existing budget. 



22.12 

Training 

22.13 DHSS local office and local authority managers should 
ensure that areas of difficulty are identified and that suitable 
training is given for all levels of staff. Special attention 
should be given to the training needs of staff who deal with 
queries from the public. Managers should ensure that staff are 
trained on the completion of liaison forms and that remedial 
training is available as necessary. This will ensure that the 
agreed procedures are being followed and that staff are aware of 
new procedures and regulations. 

22.14 



Issue of certificates 

22.15 DHSS local offices issue certificates in batches each 
day. Certificates are sent to a locally agreed point for each 
authority. It is then for the authority to arrange internal 
distribution. 

Separate rating and housing/local authorities 

22.16 The certificate contains two copies: one for the housing 
or local authority and one for the rating authority. Where more 
than one authority is involved in an individual case, the 
authority receiving the certificate should ensure that the 
relevant copy of the certificate (and equally the certificate 
cancellation notice) is passed to the second authority without 
delay. 
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Acknowledging receipt of certificates 

22.17 Each batch of certificates will be accompanied by:- 

a. a slip (form A358) indicating the number in the 
batch; and 

b. a list of names and supplementary benefit 
casepaper numbers. 

Authorities should complete the reverse of form A358 to 
acknowledge receipt of the certificates and send it by return to 
the DHSS officer named on it. If there is a discrepancy between 
the number of certificates in the batch and the number stated on 
form A358 the DHSS liaison officer should be contacted 
immediately, before any action is taken on the certificates. 

Duplicate certificates 

22.18 Where following an enquiry an authority cannot trace a 
certificate which DHSS records show has been issued, it should ask 
for a duplicate to be issued. Duplicates may be requested by 
telephone provided the local authority officer is identified and 
known to the local office. 

22.19 



Acknowledging receipt of a cancellation notice 

22.20 Authorities should acknowledge receipt of a cancellation 
notice (form A360) by return, stamping the tear-off portion with 
their address stamp. Where separate rating and housing/local 
authorities are involved the authority that receives the form 
A360 should pass the copy to the second authority without delay. 

Combined certificate and cancellation notice 

22.21 Form A359(IP) is a combined certificate and cancellation 
notice. It Is used in cases where only one payment of qualifying 
supplementary is being made. This may cover a period of more or 
less than one week, but the termination date must be known at the 
time the claim is being processed. Authorities should take the 
same action to start and terminate benefit on receipt of form 
A359(IP) as they would If a separate certificate and cancellation 
notice had been issued. 

22.22 Form A359(IP) is sent in the same batch as normal 
certificates. The accompanying slip (form A358) will indicate 
how many of these forms are included In the batch. Receipt is 
acknowledged by returning form A358. A separate acknowledgement 
is not required. 

22.23 - 22.29 
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Querying the issue of a certificate 



22.30 If an authority considers that a certificate has been 
issued as a result of a misunderstanding about the claimant's 
housing circumstances, it should contact the DESS liaison officer 
giving its reasons. The liaison officer will, if appropriate, 
invite the adjudication officer to review the original decision 
on the claim for supplementary benefit. Then if : — 

a. the issue of the certificate was not 
appropriate, a cancellation notice will be issued; 

b. the issue of the certificate was appropriate, 
the authority will be advised in writing. The 
authority must then act on it as in chapter 2, 
paragraph 2.86. 

Querying other information provided by MSS 

22.31 If the authority questions any other aspect of a 
supplementary benefit claim relevant to the assessment of housing 
benefit (for example the treatment of a claimant as a sub-tenant 
rather than a boarder) or any information provided by DESS, the 
local office will confirm the correct position in writing. 

Exchange of information 

22.32 Chapter 23, paragraphs 23.50 to 23.60 explain the 
arrangements for exchange of information between authorities and 
DESS local offices. Authorities should ensure that their staff 
are fully aware of these arrangements and particularly of the 
need to pass on information about changes of circumstances (see 
chapter 16 paragraphs 16.06 to 16.07). 

Queries of certificates by local authorities 
internal and external auditors 

22.33 Authorities internal or external auditors may request the 
local DESS liaison officer to check the validity of a sample of 
housing benefit certificates. Requests should only be made as 
part of authorities internal/ external audit procedures and the 
number of cases the local office is asked to check should be kept 
to a minimum. 

22.34 

Delay in receiving housing benefit - possible hardship 

22.35 Authorities have a duty to make prompt payment in 
certificated cases (see chapter 14, paragraph 14.20). Where 
delays occur, for example because forms have gone astray, it is 
essential that speedy action is taken to remedy the situation and . 
ensure that hardship does not occur. It should be noted that 
DESS local offices have no power to pay supplementary benefit in 
lieu of housing benefit. 

22.36 In exceptional cases, if a claimant is in urgent need 
because he or she has not received payment of rent allowance (for 
example, the claimant has paid the rent out of his or her normal 
income and is destitute), an urgent need payment of supplementary 
benefit can he considered by the local office. However, such 
payments are made only as a last resort and are subject to 

stringent conditions. Also any payment may cover only the 
claimant's living expenses - not rent and rates. 
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Guidance on the Sousing Benefit Scheme 



22*40 Authorities should not ask DHSS local offices for advice 
on the interpretation of the Housing Benefit Regulations* 
Authorities who require guidance from the Department should 
consult DHSS headquarters (the address is given at the front of 
this manual). 

22.41 - 22.44 



Stationery 

22.45 The DHSS liaison officer will ask the authority to supply 
stocks of:~ 

a. standard housing benefit claim forms (for issue 
to people whose claims for supplementary benefit are 
unsuccessful - see chapter 10, paragraph 10.05); 

b. business reply envelopes (to accompany standard 
housing benefit claim forms, forms A365 and A367); 

Where the authority uses its own forms in place of forms A365 or 
A367 it should supply the DHSS local office with a stock. 

22.46 - 22.49 
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DIRECT PAYMENTS FROM SUPPLEMENTARY BENEFIT FOR RENT ARRF.Att fi 

Am AMENITY CHARGES 

Criteria for direct payment 

22.50 Part of a person’s weekly supplementary benefit may be 
deducted and paid direct to the landlord in respect of rent 
arrears and/or amenity charges if:- 

a. the claimant is entitled to certificated housing 
benefit for his or her rent; and 

b. the claimant is in arrears with his or her rent 
(including amenity charges, general rates and water 
charges, if paid with the rent); and 

c. there is sufficient supplementary benefit to 
enable the deductions to be made. 

However if an amenity charge is variable (ie where chapter 4, 
paragraph 4.22 applies) and the deductions would exceed 25% of 
the scale rates applicable in his or her case, direct payments 
can only be made with the claimant's consent. Not all variable 
amenity charges can be paid direct (see paragraph 22.70c). 

22.51 Where paragraph 22.50 applies direct payments will be made 
if 



a. the claimant has rent arrears of four times the 
full weekly rent; and 

b. the rent arrears have accrued over:- 

i. at least 13 weeks and the landlord has 
requested direct payment; or 

ii. less than 13 weeks, but in the opinion of 
the adjudication officer it is in the 
overriding interests of the claimant and his or 
her family to arrange direct payment, for 
example because of persistent mis-spending . 

Arrears to be counted 

22.52 When working out if there are sufficient rent arrears to 
enable direct payments to be made, account will be taken of 
arrears of any amenity charges, general rates or water charges 
paid with the rent. Rent arrears which have accrued due to 
non-payment of non-dependant deductions from standard housing 
benefit prior to the issue of the certificate will also be 
counted. However, arrears which in any week do not exceed the 
amount of non-dependant deductions taken from the claimant's 
certificated rent rebate/allowance will be ignored. 

Information to be provided by authorities 

22.53 When an authority requests direct payment it must provide 
details of:- 

a. total arrears before the certificate was 
issued; 
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b. present total arrears; 

c. full weekly rent; 

d. weekly amount of any amenity charges; 

e. amount of any non-dependant deductions made 
from the rent rebate (but not from the rate rebate); 

f. weekly amount of arrears in at least 13 
separate weeks. 

Decision on request for direct payments 

22.54 When a request for direct payment has been received from 
an authority (or other landlord) the adjudication officer at the 
DHSS local office will decide whether the criteria are 
satisfied. The landlord will be advised of the outcome. If 
direct payments are to be made, the landlord will be notified on 
form A76. In private tenant cases a copy of form A76 will also be 
sent to the authority so that it knows to start paying the rent 
allowance direct to the landlord (see chapter 14, paragraph 
14.51). 



Amount that will be deducted and paid direct 

22.55 Subject to paragraph 22.56 the amount that will be 
deducted from a person’s supplementary benefit and paid direct 
will be:- 



a. in respect of rent arrears, a weekly amount 
equal to 5% of the ordinary scale rate for a single 
householder rounded up to the nearest 5p (currently 
£1.50); plus 

b. where appropriate in respect of amenities, the 
amount of the amenity charge deduction. 

Minimum amount of supplementary benefit 

22.56 The claimant must be left with at least a minimum amount 
of supplementary benefit. The minimum amount is 5p a week where 
supplementary benefit is combined with another benefit; or lOp a 
week otherwise. If the amount of the deduction would leave the 
claimant with less than the appropriate minimum, the deduction 
cannot be made. In cases where there are amenity charges, if 
there is sufficient supplementary benefit in excess of the 
minimum amount to cover either the amenity charge deduction or 
the deduction for rent arrears, but not both, only one of the 
deductions will be made. 

22.57 - 22.59 
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Arrangements for payment of deductions to authorities 

22.60 Direct payments for rent arrears and amenity charges are 
payments of supplementary benefit and are outside the housing 
benefit subsidy system (for both benefit and operating costs). 
Payments will be made quarterly under a bulk payment system. 

After confirming that the deduction criteria are met, authorities 
should each quarter prepare a schedule setting out: 

a. the claimant’s name (after first checking that 
they have a valid certificate for the person); 

b. the supplementary benefit casepaper number, 
shown on the certificate and; 

c. the amount of money claimed. 

Where a certificate cancellation notice is received authorities 
should ensure that no amount is claimed for weeks following end 
of entitlement to supplementary benefit. 

22.61 Two copies of the schedule should be sent to the DHSS 
local office finance section with a request for payment. The 
finance section will check a sample of entries amending any that 
are incorrect and (unless paragraph 22.62 applies) arrange for 
the payment to be made. If the payment is for £1,000 or more it 
will be issued by the Department's Central Office at Norcross, 
not the local office. One copy of the schedule will be returned 
with the payment. 

Schedule has unacceptable number of errors 

22.62 If the DHSS local office finds that a schedule contains an 
unacceptable number of errors it will be returned to the 
authority for correction. 

22.63 - 22.64 

Period for which direct payments will continue 

22.65 Direct payments will continue while the claimant remains 
entitled to supplementary benefit until whichever of the 
following first occurs:- 

a. in the case of a deduction for rent arrears, 
the rent arrears (excluding any arrears due to 
non-payment of non-dependant deductions made from a 
rent rebate/allowance while the certificate is in 
Issue) are cleared; or 

b. In the case of a deduction for amenity charges, 
the charge ceases to be made; or 

c. the amount of supplementary benefit entitlement 
Is reduced to less than the amount of the deduction 
plus the minimum payment (see paragraph 22.56); or 

d. the claimant changes his or her address to one 
with a different landlord. 



Printed image digitised by the University of Southampton Library Digitisation Unit 



(Arndt 2) If a. or b. applies in a rent rebate case, the authority should 
notify the DHSS local office to ensure that deductions from the 
claimant's supplementary benefit are terminated promptly. When 
the final claim for a full 13 weeks' deductions is made, the 
schedule should be noted to the effect that deductions should be 
stopped before the next schedule is due giving the reason (ie a. 
or b. above) and the date. 

22.66 When direct payments cease, the landlord will be notified 
on form A79. In private tenant cases form A79C will also be sent 
to the authority so that it knows that the requirement to pay the 
rent allowance direct to the landlord no longer applies (see 
chapter 14, paragraph 14.51). 

22.67 - 22.69 

Items for which direct payment cannot he made 

22.70 Direct payments from supplementary benefit cannot be made 
in respect of:- 

a. non-dependant deductions; 

b. arrears of rates where rates are paid 
separately from the rent (except in those cases 
where direct payments for rates arrears were being 
made before April 1983); 

c. variable amenity charges which normally alter 
more than twice a year. However although such a 
charge cannot itself be paid direct, arrears due to 
non-payment of it will count when consideration is 
given to making a deduction for rent arrears . 

22.71 - 22.99 
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CHAPTER 23: PROTECTION OF PERSONAL INFORMATION 



23.01 This chapter contains guidance for authorities on the 
protection of confidential information from improper disclosure 
and on the arrangements for exchanging information with DHSS 
offices. The guidance is in line with the procedures followed by 
DHSS offices. Paragraphs 23.50 to 23.60 (Exchange of Information 
with DHSS) correspond to the instructions issued to DHSS local 
offices. 



General rule of confidentiality 

23.02 Authorities are expected to regard all information about 
individuals (including the fact that they have made a claim for 
benefit) as being held in strict confidence. As a general rule 
it should not be given to anyone without the agreement of the 
person concerned. 

23.03 - 23.04 

Exceptions 

23.05 In certain circumstances it may be appropriate to give out 
confidential information without the individual’s agreement. 

This is most likely to be:- 

a. to DHSS under the statutory procedure for exchange of 
information between local authorities and DHSS local 
offices (see paragraphs 23.50 to 23.60); 

b. to a government department to safeguard public funds; 

c. to the police where it is in the public interest, for 
example, because a serious crime has been committed. (A 
benefit fraud investigation (see chapter 25) may also 
require confidential information to be given to the 
police); 

d. to social services or a welfare body because someone 
in the family is at risk. 

23.06 - 23.09 

Access to information within the authority 

23.10 Information given by, or held about, a member of the 
public should normally be used only for the purpose for which it 
was obtained. Authorities are expected to make information given 
to them for housing benefit purposes available only to those 
officers who need it to administer or audit claims for benefit. 

Councillors 

23.11 Councillors are entitled to have access to all documents 
in the posession of a local authority of which they are a member 
providing they have good reason for such access, for example 
because they are directly involved in the authority’s 
administration of housing benefit or because they are acting on 
behalf of a claimant. Authorities are expected to take suitable 
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steps to regulate the access of councillors to confidential 
information about individuals. Where councillors are acting on 
behalf of a third party, such as a landlord, they should not be 
given any more information than would be given to that third 
party direct (see paragraphs 23.30 to 23.33 about giving 
information to landlords). 

23.12 - 23.14 



Giving information to claimants 

23.15 Claimants are entitled to be given certain information in 
connection with their claim for housing benefit. See Chapter 13, 
paragraphs 13.20 to 13.45, about the information that must be 
provided on a notification of determination of entitlement or 
following a request for a written statement. See Chapter 15, 
paragraphs 15.02 and 15.32, about the information that must be 
provided following a review. 

23.16 In addition authorities are expected to provide the 
following information to claimants on request:- 

a. general factual information about their claim; 

b. details of benefit payments and periods for which it 
was paid; 

c. copies of statements the claimant has made or forms 
he or she has filled in; 

d. copies of letters or forms the claimant has sent to 
the authority. 

Data Protection Act 

23.17 The Data Protection Act 1984 gives individuals a legal 
right to find out what information about themselves is held in 
computerised records. Authorities who use computers in the 
administration of housing benefit should ensure that their 
arrangements comply with the statutory requirements. 

23.18 - 23.19 

Giving information to someone acting on the claimant's behalf 

23.20 Information that can be given to a claimant should also be 
given to someone acting on their behalf if the claimant agrees. 
Sometimes the claimant’s agreement can be assumed, for example if 
it is the claimant’s solicitor, accountant, HP, a social worker 
or a welfare right’s worker and he or she is clearly acting on 
the claimant’s behalf. 

Members of the family 

23.21 Information should be given to a close member of a family 
who is clearly acting on a claimant’s behalf and wish his or her 
agreement. If there is any doubt as to whether the claimant 
agrees, authorities should insist on seeing a written agreement. 

23.22 - 23.24 
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Enquiries in connection with claims 

23-25 Dealing with a claim for housing benefit may involve 
checking certain facts with a third party, such as an employer or 
landlord. It will probably be obvious to the third party that a 
claim for benefit has been made. Therefore such enquiries should 
normally be made only with the claimant’s agreement. 

23.26 - 23.29 



Landlords 

23.30 Information should not be given to the claimant's landlord 
without the claimant's consent unless a rent allowance is being 
paid direct. 

23.31 Landlords may supply information (for example, that a 
claimant is not paying rent) which means that steps need to be 
taken to protect public funds. Authorities should avoid giving 
any information in return except in so far as this is necessary 
to establish the relevant facts. Normally it should be 
sufficient simply to advise the landlord that the matter will be 
looked into. The matter should then be taken up with the 
claimant. 

23.32 If a landlord has requested direct payment of a rent 
allowance but it is decided not to comply the landlord should be 
notified. 

23.33 In cases where it is decided to pay a rent allowance 
direct, authorities should liaise with landlords and exchange 
information as necessary. In particular, the landlord should be 
told the weekly amount of housing benefit (so that he or she 
knows how much rent, if any, remains to be collected from the 
tenant) and how direct payments will be made. When direct 
payments cease the landlord should be notified and if necessary 
given the reasons, but no further information should be given 
without the claimant's consent. If direct payments cease on a 
change of address the previous landlord should not be given the 
new address without the claimant's consent. 

23.34 - 23.35 

Establishing the identity of the person requesting information 

23.36 Before giving information to a person who is apparently 
entitled to receive it authorities should be satisfied that that 
person is who he or she claims to be and not an imposter. Where 
a claimant's written authority for disclosure of information Is 
provided, the signature should be compared with other signatures 
held by the authority, for example on the claim form. Particular 
care should be taken to ensure that telephone requests are 
genuine. If a caller's identity is in doubt it should be 
confirmed by:- 

a. asking for the telephone number and ringing back; 
and/or 

b. asking for details which can be confirmed with 
information that is already held. 
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Avoiding giving information by accident 

23.37 stien a request fpr information is being refused, care 

should be taken to avoid giving away the information asked for by 
implication. 

23.38 - 23.49 



Library.. Digitisation. Un i 



EXCHANGE OF INFORMATION WITH DHSS 



Statutory provisions 

S36(3) 23-50 Under Section 36(3) of the Social Security and Housing 

Benefits Act 1982:- 

a. authorities must give DHSS information they possess 
that is needed for supplementary benefit purposes; 

b. DHSS must give authorities information about claims 
for and payments of supplementary benefit that is relevant 
to the housing benefits scheme. 

23.51 

Information to be given by authorities 

23.52 The Information DHSS needs from authorities for 
supplementary benefit purposes can be provided without the 
claimant's agreement. Authorities should provide automatically :- 

a. details needed to enable the adjudication officer to 
authorise an award of housing benefit supplement; 

b. the amount, if any, of "excess rent" in cases where 
the claimant has a tenant or sub-tenant; 

c. information about changes of circumstances which 
affect entitlement to supplementary benefit. 

Any other information should be supplied on request. 

23.53 - 23.54 



Information to be given by DHSS 

23.55 The information that DHSS officers can supply to 
authorities without the claimant's agreement includes details 

of 



a. supplementary benefit entitlement; 

b* resources and requirements of a supplementary benefit 
claimant or dependant; 

c. any non-dependants living in the household; 

d. information about the death of a supplementary 
benefit claimant; 

e. information about changes of circumstances which 
affect entitlement to housing benefit. 

Information to be given on form A360 

23.56 The cancellation notice (form A360) provides authorities 
with information about the circumstances in which supplementary 
benefit has ceased. The form includes tick boxes to show that 
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the certificate has been cancelled because the claimant : - 



a. 


has died; 




b. 


is no longer signing as unemployed; 




c. 


has moved outside the authority’s area; 




d. 


has moved outside the DHSS local Office 


? s area; or 


e. 


for other reasons. 




23.57 If the "other reasons" box is ticked, one of 
explanations will be given:- 


the following 


3 . * 


become a student; 




b. 


started training course; 




c. 


gone abroad; 




d. 


failed to sign; 




e . 


increase in part time/casual earnings; 




f . 


wife/partner started work; 




g* 


admitted to hospital (name and address 


of hospital 



will he given if known); 

h. admitted to Part III accommodation (new address will 
be given). 

If none of these is appropriate, the "other reasons" box will be 
ticked but no further explanation given. 

Resources of suppleise ntary benefit claimants 

23.58 If necessary, DHSS offices will let authorities have 
Information they hold about the income and other resources of a 
supplementary benefit claimant. However, authorities will not 
need this information in certificated cases. Nor should 
authorities ask for it in housing benefit supplement cases, 
unless there is reason to believe that the information given on 
the housing benefit claim form may be different from that given 
to DHSS. In the first instance authorities should always obtain 
information needed to assess standard housing benefit 
independently of DHSS and direct from the claimant. If the 
Information given by the claimant is subsequently checked with 
DHSS, authorities should ensure 

a. that any doubts are resolved by obtaining 
verification of the correct facts from the claimant (in 
case the DHSS office has incorrect information); 

b. that the claimant is given the opportunity to declare 
resources which affect the amount of housing benefit but 
which are ignored for supplementary benefit purposes (such 
as Interest on savings). 
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Information about benefits in other cases 

23.59 Section 36(3) does not apply to benefits other than 
supplementary benefit unless they are resources of a 
supplementary claimant or dependant. Nevertheless, in cases 
where supplementary benefit is not in payment and information is 
needed about another benefit which the claimant receives, DHSS 
offices will, except where the claimant is known to object, let 
authorities have : - 

a. confirmation that a particular benefit is in payment; 

or 



b. details of the weekly rates of benefits currently in 
payment or paid during past periods; 

whichever is requested. Authorities should not ask DHSS offices 
for this information if it can be easily obtained by other means, 
for example by examination of the claimant’s orderbook. 

23.60 DHSS offices will not provide the breakdown of a benefit 
rate without the claimant’s agreement. 

23.61 - 23.64 




Unemployment Benefit 

23.65 Information about payments of unemployment benefit to 
claimants or non-dependants should be obtained from the 
individuals concerned. If this is not possible, Unemployment 
Benefit Offices may be able to help but the decision to provide 
information is entirely at the Benefit Manager’s discretion. 
Authorities may of course approach the Unemployment Benefit 
Office manager to see if a suitable arrangement for dealing with 
requests can be agreed. The managers have been advised that 
authorities might approach them. 

23.66 - 23.99 
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CHAPTER 24: PUBLICITY 



24.01 The chapter gives guidance on publicity for the Housing 
Benefits scheme. 



General 

24.02 Authorities are required to satisfy certain statutory 
provisions with regard to publicity, as explained in paragraph 
24.05. However it is hoped that authorities will do more than 
the minimum required by statute. Paragraphs 24.10 to 24.16 
suggest measures that may be taken to publicise the housing 
benefits scheme generally and for special groups. Paragraphs 
24.30 to 24.35 explain what material is produced by the 
Department and where this can be obtained. 

24.03 - 24.04 



S31(l) 



S31(2) 






Statutory requirements 

24.05 Section 31 of the Social Security and Housing Benefits Act 
1982 gives certain duties to authorities with regard to 
publicity. These are that an authority shall:- 

a. take appropriate steps to ensure that people with a 
potential entitlement to housing benefit are aware of the 
provisions for help; 

b. make a copy of the scheme (that is, the statutory 
scheme and any local variations) available for inspection 
without charge at their principal office at reasonable 
hours; and 

c. where there is a local scheme, provide a copy of it 
to any person on payment of a sum decided by the 
authority. 

Meeting the statutory requirements 

24.06 In carrying out the duty specified in paragraph 24.05a, 
authorities are expected 

a. as a matter of routine, to draw attention to the 
Housing Benefits Scheme when billing for rates, or 
implementing general rent increases for their tenants, or 
taking action on arrears owed by a person who has not 
already claimed a rebate; and 

b. to take action to inform people in privately rented 
accommodation of the possibility of help. 

The Secretary of State has reserve powers to issue directions on 
these matters if he considers that an authority’s action is 
inadequate. 

24.07 The duty specified in paragraph 24.05b ensures that people 
(whether claimants or others) have free access to copies of the 
statutory scheme and local schemes. Authorities are required to 
make available for inspection copies of the Housing Benefits 
Regulations (the statutory scheme), including any amendments, and 



Printed image digitised by the University of Southampton Library Digitisation Unit 



any local scheme they operate. It is expected that authorities 
will also make available a copy of this manual and circulars 
issued by the Department. 

24.08 The duty specified in paragraph 24.05c ensures that people 
can obtain copies of local schemes, just as (through HMSO) they 
can obtain copies of the statutory scheme. It is for authorities 
to determine how much to charge for provision of a copy of a 
local scheme but it is expected that they should not charge more 
than the cost of production. If authorities so choose, they may 
make no charge at all. 

Other publicity measures 

Locally produced publicity material 

24.10 General leaflets on housing benefit are produced centrally 
by the Department (see paragraph 24.30). However, authorities 
are encouraged to use their own material to complement that 
available nationally, particularly where there is a local 
variation to the statutory scheme or where a local need for 
additional publicity has been identified. Changes to the scheme 
should also be given adequate publicity. 

24.11 Authorities which produce their own leaflets should ensure 
that these are kept up to date. 

Dissemination of publicity Material 

24.12 As authorities are in regular contact with their own 

tenants and direct ratepayers It is relatively easy to ensure 
that these people receive information about housing benefit. 
Similarly there should be no difficulty in getting information to 
tenants of housing associations: authorities should be able to 

liaise with housing associations to ensure this. Other landlords 
may also be prepared to co-operate in passing on information to 
their tenants. 

24.13 In addition to using direct contacts with tenants and 
ratepayers to draw attention to housing benefit, it is hoped that 
authorities will make information about the scheme generally and 
widely available, for example 

a. by placing posters and other publicity material in 
council offices which are open to the public (and not 
necessarily just in the offices of the housing and finance 
departments); 

b. by promoting an awareness of housing benefit among 
social workers, home helps, health visitors and other 
persons who are likely to come into contact professionally 
with potential claimants; 

c. by supplying stocks of leaflets and claim forms to 
advice centres and keeping them Informed about local 
arrangements and any major changes; 
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d. by informing pensioners’ organisations, single 
parents’ groups, mother and baby groups, trade unions 
student bodies and other local organisations about housing 
benefit; 

e. by distributing leaflets and publicity material to 
doctors’ surgeries, clinics, local libraries and community 
centres. 

Overseas students 

24.14 Authorities are expected to take steps to publicise the 
rules regarding eligibility for housing benefit of overseas 
students (see chapter 19, paragraph 19.76). 

Supplementary benefit /housing benefit supplement 

24.15 Authorities are expected to take action to make standard 
claimants who appear to have a potential entitlement to 
supplementary benefit or housing benefit supplement aware of the 
extra help that may be available to them (see chapter 12 
paragraphs 12.90 to 12.95). 

24.16 Authorities are also expected when notifying entitlement 
to housing benefit supplement 

a. to draw the claimant's attention to the other 
benefits that are available (see chapter 12, paragraph 
12.68); and 

b. to draw attention to the appeal rights (see paragraph 
12.67). 

These points are covered in the model notification (see Appendix 
14). 

24.17 - 24.19 

Subsidy 

24.20 Any publicity costs reasonably incurred will attract 
subsidy in the same way as other administration costs (see 
chapter 26). 

24.21 - 24.29 



Publicity material available from DHSS 



Standard cases 

24.30 The Department produces a general leaflet (RR1) for 
authorities to use. The leaflet is intended simply to draw 
attention to the help that can be given in standard cases: it 

does not provide detailed information about how claims are 
processed. 
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24.31 Authorities can obtain copies of leaflet RR1 free of 
charge from: 

DHSS Leaflets 
PO Box 21 
STANMORE 
Middlesex 
HA7 1AY 

24.32 - 24.34 



Certificated cases 



24.35 Information about the arrangements for help with housing 
costs in certificated cases is contained in leaflets SB8 and SB9 
which are issued to supplementary benefit claimants by DHSS local 
offices and Unemployment Benefit Offices. 



24.36 - 24.99 
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CHAPTER 25: FRAUD 



IK^ 

25.01 This Chapter provides some general guidance on fraud 
investigation and sets out guidance on the division of respons- 
ibility between authorities and DHSS local offices in 
certificated cases. 

RESPONSIBILITY FOR TAKING ACTION IN CASES OF FRAUD 

General 

25.02 Authorities have a duty to safeguard public funds and must 
take reasonable steps to ensure that housing benefit payments are 
proper and correct. From time to time authorities will come 
across cases involving suspected fraud. If fraud is suspected, 
authorities must initiate investigations, which may lead to 
prosecution. There are however some circumstances where it may 
be appropriate for the DHSS local office to undertake or continue 

— the investigation. 

* 

25.03 - 25.04 



Standard cases 

25.05 Authorities have sole responsibility for investigation and 
taking action on fraud. See also paragraphs 25.40 to 25.54. 

25.06 - 25.07 



Housing Benefit Supplement cases 

25.08 If fraud is suspected and it involves housing benefit 
supplement, the DHSS local office will be responsible for the 
housing benefit supplement aspect. DHSS local office action will 
usually be restricted to recovery of the overpaid benefit. The 
standard housing benefit aspect should be dealt with by the 
authority and if they decide to prosecute authorities may wish to 
include the housing benefit supplement element. Before doing so, 
the authority should liaise with the DHSS local office to ensure 
the correct facts are known (for example, partial or full 
recovery may have been made). 

25.09 - 25.19 



Certificated cases 

25.20 The position in certificated cases is less straightforward 
because often there will be a related supplementary benefit 
fraud. 

25.21 Certificated housing benefit fraud can result from a false 
statement or non-disclosure to the DHSS local office, the 
authority or to both authority and DHSS. Similarly benefit over- 
paid as a result can be housing benefit, supplementary benefit or 
both. For overpayments see chapter 21. 
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25-22 Where the suspected fraud affects only housing benefit, 
for example a private tenant giving an inflated rent figure, then 
the local authority is responsible for all necessary action. 

25-23 If the suspected fraud affects both supplementary benefit 
and housing benefit, for example a claimant fails to report that 
he has worked, the DHSS local office should include housing 
benefit in its investigation if it appears that supplementary 
benefit will also be overpaid. 

25-24 The above division is intended to be a guideline only. 
Investigation may show, for example, that there is a potential 
overpayment of both housing benefit and supplementary benfit when 
at first it was thought that only housing benefit was involved. 

In that case, the DHSS local office will normally include the 
housing benefit element in any further action. A local agreement 
on the best course of action should be reached between the local 
authority and local office. 

Prosecution by DHSS 

25.25 Where the DHSS local office prosecutes for supplementary 
benefit fraud they will normally arrange for housing benefit to 
be taken into consideration. The authority need not take 
separate proceedings. Where exceptionally the authority wishes 
to take separate proceedings for the housing benefit fraud 
aspect, the DHSS local office should be advised so that they do 
not take into consideration the housing benefit and in case 
documentary evidence is required by the authority or the police. 

DHSS decides not to prosecute 

25-26 The DHSS local office may decide not to prosecute, which 
leaves the authority free to consider taking their own 
proceedings. Where housing benefit is involved authorities will 
be advised why prosecution was not thought to be appropriate. 

25.27—25.30 

Liaison with DHSS Local Offices 

25.31 DHSS local offices should alert the authority if fraud is 
suspected and affects housing benefit. Similarly authorities 
should alert the DHSS local office of any facts that may suggest 
there may be fraud involving supplementary benefit, or other 
social security benefits, whether or not housing benefit is 
affected. Authorities and DHSS local offices should provide each 
other with reasonable help, for example, by supplying details of 
relevant statements and overpayments. This exchange of 
information is provided for in Section 36(3) of the Social 
Security and Housing Benefits Act 1982. 

25.32 Authorities and DHSS local offices should liaise closely 
in cases of suspected fraud. Care should be taken to ensure that 
information and suspicions are treated confidentially and not 
made widely available. It will help if arrangements are made for 
liaison to be between one or two specified DHSS and authority 
officers, responsible for this aspect of the work. 



Printed image digitised by the Universit y of Southampto n Library Digitisation Unit 



^ 25.33 Liaison is essential for effective action and local 

arrangements will occasionally need to take precedence over this 
guidance. The individual cases and local factors will determine 
the best way to proceed. The liaison relationship will also be 
important if, for example, authorities decide that benefit should 
be withheld under regulation 43 or if DHSS decide to suspend or 
stop the payment of supplementary benefit during the 
investigation. DHSS issue a cancellation notice with an 
explanatory note and/or advise the liaison point if they decide 
to suspend payment. 

25.34 - 25.39 
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GENERAL GUIDANCE FOR AUTHORITIES 

25.40 In the following paragraphs, the term "cheque" is used to 
describe both payments by Girocheque and payments by cheque. 

Types of fraud 

25.41 The most common types of fraud are: - 

a. misrepresentation of the facts so as to obtain 
benefit to which a person is not entitled; and 

b. payment irregularities: lost cheques, amounts on the 

cheque altered etc. 

25.42 - 25.43 



Fraud and Overpayments 

25.44 The fact that a fraud has been identified will normally 
mean that benefit has been overpaid. The recovery of the over- 
payment should commence in the usual way and as soon as 
possible. (See Chapter 21 on overpayments.) It should be made 
clear to interested parties that recovery of overpaid benefit 
does not negate the fraud offence and that the right to recover 
any outstanding overpaid benefit before and after court action 
may still be exercised. 

25.45 



The fraudulent claim 

25.46 Suspicions will be aroused either in the checking of a 
claim or because of a third party allegation. There is no 
provision for an offence nor for penalties in housing benefit 
legislation and It is therefore necessary to bring proceedings 
under the Theft Act. Authorities should consider whether the 
police should also be involved, unless it is normal practice to 
refer all cases of fraud to the police. Local agreement may be 
needed to decide the extent of investigation necessary before 
referral to the police. Prosecution should deter fraud but 
before proceeding authorities should consider the individual 
circumstances of each case. Take into account, for example, the 
amount of benefit overpaid, repeated offences, clear indications 
of a calculated and deliberate attempt to defraud and the need to 
set a local example. Also consider whether prosecution may be 
undesirable because of 

a. a voluntary disclosure by the claimant; 

b. the physical/mental condition of the claimant; 

c. social factors (consider personal or mitigating 

factors the court would set against the offence); 

d. claimants knowledge (consider illiteracy; blindness; 

or mental handicap). 

25.47 - 25.49 
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Payment irregularities 



25-50 A fairly prevalent form of fraud is the irregular 
encashment of cheques. Authorities must ensure that housing 
benefit is paid in the most efficient manner but must consider 
the reasonable needs and convenience of the beneficiary. The 
method of payment was left to the discretion of each authority so 
that the best use of facilities, already held, could be made and 
so that authorities could meet the needs of the beneficiaries in 
their locality. 

25-51 There are two main types of payment irregularities : - 

a. when a cheque is reported as not received and 
replacement is requested. In most cases there will only 
be the claimants uncorroborated evidence that the cheque 
was not received and authorities may decide (see paragraph 
25.53) whether the payment is to be replaced; 

b. when a cheque has been received by the claimant and 
is subsequently lost, stolen or destroyed. Generally, 
replacement should not be considered an option if the 
cheque has been cashed, just as duplicate payments are not 
made if cash is lost or stolen. 

Stopping cheques 

25.52 After a report that a cheque has gone astray, authorities 
should make arrangements to stop the payment unless the bank 
charges are more costly than the value of the payment. In that 
case the payment should only be stopped if there have been 
similar reports in the past. Authorities should arrange for the 
instrument of payment to be returned, when cashed, so that 
enquiries can be completed. 

Replacing a payment 

25.53 Authorities should consider both standard and certificated 
cases in the same way. Before replacing a payment authorities 
must satisfy themselves that all reasonable steps have been taken 
to ensure that the loss is genuine. Authorities will be able to 
identify beneficiaries and addresses which present the greatest 
risk because, for example, a claimant has previously reported 
non-receipt or a loss of a cheque or, when one address (for 
example one particular multi-occupied house or block of flats) 
features regularly in reports of non-receipt or loss. When a 
"high risk" beneficiary or address has been identified 
alternative payment arrangements should be considered. 

Preventing payment irregularities 

25-54 There are a number of measures and selective controls 
which may help to prevent the loss of and fraudulent encashment 
of cheques :- 



a. vigilance in the standard of preparation of cheques 
and care over addressing envelope's" . For example, when” a 
cheque is returned by the Post Office as "not known at 
this address", or reported not received, records should be 
checked to see if the last known address is shown clearly 
and unambiguously. Use of post codes should also help to 
prevent mail going astray. 



Printed image digitised by the University of Southampton Library Digitisation Unit 



b. Nominated Post Offices (girocheques only) 

The girocheque is made payable at one nominated post 
office only; either by entering the name or code number of 
the required post office. The use of either method would 
require an approach by the issuing authority to the postal 
authorities concerned. 

c . Crossed cheques 

This can be useful where it is the address rather than the 
claimant which constitutes the fraud risk. For example, 
where a claimant lives in a multi-tenancy property a 
crossed cheque does present a deterrent to anyone who 
misappropriates the cheque. Alternative arrangements may 
be needed for payees without bank accounts but, for 
example, a giro bank account incurs no charges provided it 
remains in credit and arrangements may be made with local 
banks for crossed cheques to be cashed on presentation 
when accompanied by proof of identify (some authorities 
have issued their own identity cards). Authorities might 
wish to note that where a misappropriated cheque is passed 
through a third party (eg a tradesman or publican), the 
third parties, or their banks, have no more title to the 
money than the person who obtained the cheque and that it 
is possible to ask repayment of the full amount from the 
third party. 

d. Recorded/Registered post 

The use of recorded and registered post is of help where 
it is the claimant rather than the address that presents 
the fraud risk. The Post Office, however, will accept any 
signature obtained at the payees address and there can be 
no guaranteed safeguard against misappropriation on 
arrival. 

e. Personal issue 

In individual cases where, for any reason, delivery 
problems can be anticipated, the claimant may be asked to 
collect his cheque or cash payment from the authority's 
offices. However, personal issue might itself lead to 
fraud, for example, a fictitious address might be given. 
Authorities also need to consider whether the costs may be 
higher, and whether larger numbers of callers might cause 
disruption and delays. 

f . Automatic Credit Transfer 

The use of automatic credit transfer (ACT) would achieve 
savings in administration costs and help reduce fraud 
losses. ACT may be more appropriate to claimants who are 
likely to receive housing benefit for long periods eg 
pensioners. 

25.55 - 25.99 
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CHAPTER 26; H0USIWG BENEFIT SUBSIDY 



h 


26-01 This chapter gives guidance on the subsidies payable by 
DHSS for costs arising from the Housing Benefits Scheme. It 
covers two elements - subsidies for:- 

a. benefit costs; 

b. administration costs. 

Subsidies are provided for under annual subsidy orders. 

26-02 - 26.04 

BEMEFXT COSTS 

26-05 Various rates of subsidy apply for benefit costs depending 
on the type of grant of housing benefit and nature of the 
authority. 

Standard Cases 


SO Article 
3 & 

Schedule 


26-06 Subject to paragraphs 26.10 to 26.15, awards made by most 
authorities in standard cases will qualify for subsidy of 90%. 

The exceptions are the Scottish Special Housing Association and 
new town development corporations in Scotland, which will qualify 
for subsidy of 100%. 

Certificated Cases 


SO Article 
3 & 

Schedule 


26-07 Awards made by most authorities qualify for subsidy of 
100.6% but those made by the Scottish Special Housing 
Association, new town development corporations or the Development 
Board for Rural Wales qualify for subsidy of 100%. 

Local Schemes 




26.08 The extra expenditure on benefits under local schemes, ie 
discretionary increases to benefit including payments in 
exceptional circumstances under regulation 25, does not qualify 
for housing benefit subsidy. However in England and Wales 
expenditure on rent rebates and allowances is relevant 
expenditure for rate support grant purposes, (See paragraph 

26.67b.) 

High Rent Schemes 

26-09 Where an authority is authorised to operate a "high rent- 
scheme the additional costs are eligible for subsidy. 

Rent free weeks and credits 


SO Article 
5(l)(b) 


26-10 Where an authority operates a system of ’rent-free’ weeks, 
subsidy may be claimed only for weeks where rent is actually 
due. Subsidy may not be claimed for any week for which a person 
is awarded a rent credit, whether or not he is immediately 
entitled to that credit. 
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(Arndt 2) 



SO Article 
5(D(e) 



SO Article 
5(1) (a) 



SO Article 
5(D(c) 



26.11 Where an authority makes a cash payment to tenants in 
receipt of Housing Benefit s or some other payment in kind, 
subsidy will be reduced by the amount of the payment awarded 
unless the award is one of those listed in para 26.12. If an 
award is made in advance or retrospectively, it will be treated 
for subsidy purposes as having immediate effect. Awards, in this 
context, refer only to payments, in cash or kind, or credits 
given because the beneficiary is a tenant. 

26.12 The following awards will not reduce the amount of subsidy 
payable : - 



a. a grant to a tenant such as an educational 
maintenance award; 

b. an award made by an authority to a tenant which it is 
required to make by law; 

c. a discretionary payment to a tenant made under 
specific powers; 

d. reasonable compensation, for repairs or redecoration 
carried out by a tenant but which would normally have been 
undertaken by the landlord; 

e. reasonable one-off payments made as compenation to a 
tenant for loss, damage or inconvenience caused because 
he occupies a particular property. 

26.13 Paragraphs 26.10 to 26.12 do not affect any adjustment 
made by an authority to a tenant's rent account to correct an 
accounting error, ie where the amount paid by the tenant was 
different from the amount due. 

Differential rent schemes 

26.14 Where an authority operates a rent scheme where tenants 
are given a choice, or would be given a choice if it were not for 
the fact that they receive housing benefit, either to be provided 
with services or to carry out those services for themselves, 
whether or not in return for a grant, the definition of eligible 
rent for subsidy purposes excludes the amounts attributable to 
those services. 

26.15 If an authority charges a tenant a higher rent for a 
dwelling because he is In receipt of qualifying supplementary 
benefit than it would have done for the same dwelling had the 
tenant not been in receipt of qualifying supplementary benefit, 
subsidy will be payable only on the lower level of rent. 

26.16 - 26.24 

Water charges 

26.25 In certificated cases only , subsidy is 100% on payments 
for water charges made by authorities under the special 
administrative arrangements outlined in Chapter 5, paragraphs 
5.20 to 5.23. 
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26.26 Authorities should try to give as accurate an estimate as 
possible for water charges. Where practicable this should be on 
the basis of the charge for each individual property; 
alternatively this may be done by either :- 

a. taking a 10% sample of such cases for separate 
calculation of certificated water charges. The resultant 
figures would be added together and multiplied by 10 to 
represent the amount attributable to water. 

b. a global estimate calculated on the basis of a 
comparison between the water authority’ s total charge for 
the authority’s housing stock and the total rates bill for 
the same property. The resultant figure would represent 
the proportion of rate rebate amounts attributable to 
water charges. This figure needs to be reduced by 6% in 
England and Wales and by 2% in Scotland to reflect those 
cases where water charges exceed supplementary benefit 
entitlement . 

26-27 Authorities may wish to use a different method for 
calculating water charges but should notify DHSS (SB2), at New 
Court in writing before they undertake this. 

Housing Benefit Supplement 

26.28 Subsidy is 100% for the benefit costs of housing benefit 
supplement . 



’Disabled Persons* Rate Rebates 

26.29 Subsidy is 90% of statutory awards. DHSS pays these 
subsidies on an agency basis for the Department of the 
Environment and the Welsh Office. This arrangement does not 
apply to Scottish authorities who should claim subsidy from the 
Scottish Development Department, where forms for this purpose may 
be obtained. 

26.30 - 26.40 

SUBSIDY ON OVERPAID BENEFIT 
Standard Cases 

26.41 In standard cases no subsidy is payable in respect over- 
payments. Final claims for reimbursement of benefit costs 
submitted by local authorities shall be calculated net of over- 
payments and subsidy claims shall be reduced to take account of 
benefit for which they have already received subsidy but which is 
subsequently found to have been overpaid. Any losses incurred 
due to the non recovery of standard case overpayments shall be 
met by authorities' own funds. 

Certificated Cases 

26.42 In certificated cases, the arrangements depend on the 
nature of the overpayment as follows :- 
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a. claimant error - subsidy is payable on the amount of 
overpaid benefit in all cases of claimant error; 

b. advance rent allowance payments - subsidy is payable 
on the amount of overpaid benefits provided the payment 
complies with Regulation 42 and is not issued after the 
margin of one week given to stop their issue, where 
certificated benefit should either have ceased or been 
reduced; 

c. payment irregularities - where authorities decide to 
replace rent allowance payments because they are satisfied 
that such payments reported as not received, lost, stolen 
or destroyed, are genuine losses but the original is 
subsequently cashed fraudulently, subsidy is payable on 
the overpayment. Subsidy is also payable on the higher 
amount where the payment instrument has been fraudulently 
altered; 

d. DHSS local office official error - subsidy is payable 
on the amount overpaid; 

e. local authority official error - subsidy is payable 
up to a maximum of 0.19 per cent of the total benefit 
properly paid to claimants in certificated cases. 
Authorities shall record the total of their official error 
over payments in the final audited claims. 

26.43 Where recovery of an overpayment is made by deduction from 
future housing benefit, the full amount of benefit entitlement 
shall be eligible for subsidy. Any amount refunded to or 
recovered by the authority should be offset against subsidy in 
the final audited claim. Most authorities will receive subsidy 
of 100.6% on benefit overpaid in a, b, c, and d, above, and, 
subject to the 0.19% limit, 100% on local authority official 
errors. The Scottish Special Housing Association, New Town 
Corporations and the Development Board for Rural Wales will 
receive 100% subsidy on benefit overpaid. 

Certificated Water Charges and Housing Benefit Supplement 

26.44 Subsidy is payable on overpayments of certificated water 
charges and Housing Benefit Supplement at 100%. 

26.45 - 26.49 



ADMINISTRATION COSTS 

26.50 The subsidy for administration costs for New Town 
Development Corporations, the Scottish Special Housing 
Associations and the Development Board for Rural Wales is 100% of 
total expenditure. 
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'6.51 The subsidy for other authorities is a specific grant set: 

a. in England at 60%; 

b. in Scotland at 65%; 

c. in Wales at 70%; 

of costs reasonably incurred by the authority during the year in 
administering the scheme. 

26.52 The specific grant is based on the total costs of 
administering housing benefits. The specific grant forms part of 
the total of Aggregate Exchequer Grant. Total administration 
costs count as relevant expenditure for rate support grant 
purposes (see paras 26.65 - 26.71). 

26.53 In all cases, subsidy is limited to the appropriate 
percentage of housing benefit administration costs reasonably 
incurred in order to administer the scheme as set out in 
regulations . 



SO Article 
4 



Review Board Costs and Statistical Returns 

26.54 The administrative costs of review boards and all 
statistical returns are eligible for subsidy. 

System for claiming Administration Costs 

26.55 When claiming subsidy for administration costs authorities 
must provide separate information for local authority tenants, 
private tenants and owner occupiers. Authorities acting as 
agents on behalf of principal authorities should ensure they do 
not make application or reimbursement which is properly payable 
to the principal authority as duplicate claims could otherwise be 
made. 

26.56 - 26.59 



PAYMENT OF SUBSIDY 

26.60 Apart fromt he working sheet (the pro-forma) for 
calculating total operating costs and the appropriate percentage 
for subsidy, there are 2 claim forms covering :- 

a. payments on account (MPF 671); 

b. the pre-audit final and the final audited claim 
(MPF 673). 

In addition form MPF 672 is used to amend details of authorities 
addresses or bank account. Copies of the claim form (MPF 671), 
the pro-forma for claiming administration costs and the MPF 672 
are in the Annex to this chapter. 

26.61 Authorities should submit their own estimate of benefit 
and administration costs by the end of February for the next 
financial year. Subsidy for each authority is paid by automated 
credit transfer on the 15th of each month in equal instalments. 
When the 15th falls on a weekend or a bank holiday payment is 
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credited on the following working day. Authorities may submit a 
final claim to the Department within 7 months of the end of the 
financial year (ie no later than 31 October). Any balance due to 
the authority or the Department will be settled, pre-audit, by 
adjusting the subsidy in the month or months following receipt of 
the final claim. The final claim form is subject to 
certification by the independent auditor. 

26.62 - 26.64 



RATE SUPPORT GRANT 
England and Wales 

26-65 For authorities in England and Wales the Housing Benefit 
(Rate Support Grant) Order 1984 sets out the elements of housing 
benefit expenditure which do not count as relevant expenditure 
for RSG purposes. 

26.66 The elements which do not count as relevant expenditure in 
England and Wales are:- 

a. local authorities' rate fund contributions towards 
the cost of rent rebates under the statutory scheme; and 

b. the amount of rent allowances granted by local 
authorities under the statutory scheme. 

26.67 The elements which do count as relevant expenditure are:- 

a . all operating costs; 

b. expenditure in England and Wales on discretionary 
increases to rent rebates and allowances and local rent 
rebate and allowance schemes. 

26.68 - 26.69 



Scotland 

26.70 For authorities in Scotland the elements which do not 
count as relevant expenditure are:- 

a. local authorities' rate fund contributions to the 
rent rebate account; 

b. rate fund contributions to the rent allowance 
account. 

26.71 Total administration costs do count as relevant 
expenditure. 

26.72 - 26.99 
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CHAPTER 27 : STATISTICS 



•*v, 

> 






27-01 The Department needs a certain amount of statistical 
information for financial and policy planning purposes. Much of 
this is provided through the arrangements for estimating and 
claiming subsidy. This chapter outlines the arrangements for 
seeking some additional information. 

27.02 - 27.04 

Certificated cases and claimants on housing benefit supplement 

27-05 The Department carries out regular sampling exercises to 
obtain a wide variety of statistical information relating to 
people on supplementary benefit. This includes information about 
housing costs and household composition. In order to obtain a 
full picture, DHSS asks for information from authorities about 
the housing benefit provision for cases which appear in the 
sample. The sample of cases is selected in DHSS local offices at 
the start of each exercise. The size of the sample will vary, 
depending on the number of claimants, but an average sized 
authority can expect to receive 70-80 sample cases in each 
exercise. 

Procedure 

27.06 DHSS local offices will list the sample cases on a special 
form (STATS 116), a copy of which is attached at Annex A. The 
instructions for completing the form are on the reverse. 

Separate forms will be issued from each DHSS local office for 
housing authority tenants, private tenants and owner-occupiers in 
the sample, and cases will be listed by alphabetical address 
order. 

27.07 Authorities are asked to insert in columns 5-11 of the 
form the appropriate entries for the week indicated at the top of 
the form. There is space in column 2 of the form for authorities 
to include their own reference number for the claimant if they 
wish. Completed forms should, if possible, he returned within 2 
weeks to the DHSS local office which issued the form so as to 
avoid delays. If authorities experience difficulty in providing 
the information within this timetable, they should apply the 
procedure set out at item 4 of the instructions on the form. 

27.08 The exercise will take place twice a year, in May and 

December. If authorities have any queries on the completion of 
form STATS 116, they should discuss them first with their local . 
DHSS contact point and then, if necessary, with Mr A Skinner, 
Room A2105 , DHSS Central Office, Newcastle upon Tyne, NE9S 1YX; 
Telephone: 091-279 7993. 

27.09 



Standard Cases 



27.10 The Department asks authorities to provide a statistical 
return each year for standard cases. This provides a breakdown 
of the total number of standard housing benefit claims for which 
subsidy is claimed in a nominated week each autumn. If that week 
is not typical for some reason, the nearest typical week should 

be selected Instead. HOUSING BENEFIT GUIDANCE MANUAL 



[5.87] 
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27.11 The draft forms, showing the information required, are at 
Annex B to this chapter. Copies will be sent to authorities 

in advance of each year’s exercise and will show the address to 
which the forms should be returned. Authorities are requested to 
make separate returns for rent rebates, rent allowances and rate 
rebates. 

27.12 If the forms have not been received by 31 August each year 
or if there are any queries about this exercise, authorities 
should contact Mr A Skinner, Room A2105, DHSS Central Office, 
Newcastle upon Tyne, NE98 1YX; Telephone: 091-279 7993. 

27.13 - 27.14 



Reviews by officers and review boards 

27.15 Authorities are asked to make quarterly returns providing 
information on the numbers and types of reviews and their 
outcome. The form in which the return should be made is set out 
at Annex C. 

27.16 Returns should be made for each quarter ending 31 March, 
30 June, 30 September and 31 December. Authorities should 
duplicate and use the form at Annex C for these returns. 
Completed forms should be returned within 21 days of the end of 
the relevant quarter (ie by 21 July, 21 October, 21 January, 

21 April) to Mr M Forrest, Room 450, New Court, Carey Street, 
London WC2A 2LS. Where an agent authority provides benefit and 
review decisions on behalf of another authority, any reviews 
should be included in the return from the agent. 

27.17 Any enquiries about the information to be- provided about 
reviews should be addressed to Mr M Forrest, or Telephone 
01-831 6111, Extension 2742. 

27.18 - 27.19 



Family Expenditure Survey 

27.20 The Office of Population Censuses and Surveys (0PCS) ask 
for information about housing benefit when interviewing members 
of the public for the Family Expenditure Survey (FES). In some 
cases, housing authority tenants may not be able to provide a 
breakdown of housing benefit for rent and rates and (where 
appropriate) help with water charges. To avoid problems the 
following procedure will be followed 

a. on arrival in an area, the 0PCS interviewer will 
contact the local housing department (s) to request the 
name and telephone number of a contact point for 
enquiries; 

b. where a householder cannot provide information about 
rent and rates, the interviewer will approach the contact 
point for the information. 

It is intended that this arrangement should provide quick result 
and keep the authority’s involvement to a minimum. 

27.21 - 27.99 

HOUSING BENEFIT GUIDANCE MANUAL [5.87] 
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CHAPTER 27 ANNEX A 
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GUIDE TO COMPLETION 



SUPP BEN SECTION 

1. Section A Serial no of form: 

Number consecutively all forms sent to the same authority. 
If only one form is issued enter “01”. 

2. Section A. Tenure Box. Code as follows 

LA tenant - Code 1 

Private tenant - Code 2 

Owner/Occupier - Code 3 

3. Section B. Column 2, 

Line marked LA is for use by Local Authority 



LOCAL AUTHORITY 

1 . Weekly amounts should be calculated on the basis of a 52 week year. 

2. If a claimant cannot be identified consult the DHSS contact point shown at 
Section A. 

3. If a claimant was not entitled to Housing Benefit in the relevant week enter “8” 
in column 10. Leave other columns blank. 

4. If a claimant can be identified as an HB case but details are not available 
enter “9” in column 10. Leave other columns blank. 

5. In the case of private tenants for whom rates or water rates have not been 
individually calculated please estimate appropriate amounts using the locally 
agreed formula. 

6. Notes on column entries: 

Col. 2 - Line marked LA is for reference no. if required. 

Col. 7 - Record any lower rates under aged 16-20, aged 21-60/65 or 

pensioners. 

Col. 10 - Enter number as follows: 

reason for deduction in Col. 10: 



Amenities - Code 1 

Unreasonable rent - Code 2 

Subtenants - Code 3 

More than one reason - Code 4 

other entries 

Not entitled (see Note 3) - Code 8 

Details not available 

(see Note 4) - Code 9 



Col. 1 1 - For DHSS HQ use only. 
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CHAPTER 27 ANNEX B 




From: 



AUTHORITY’S NAME 



DEPARTMENT OF HEALTH AND SOCIAL SECURITY 
HOUSING BENEFIT STATISTICAL ENQUIRY 
STANDARD CASES 

(INCLUDING HOUSING BENEFIT SUPPLEMENT) 



(Completed forms to be returned by 29 October 1986) 



RENT REBATES 



A 



2 

AUTHORITY’S NUMBER 

2-5 

To: Room A2217 

Newcastle upon Tyne Central Office 
DHSS 

Newcastle upon Tyne NE98 IYX 



RECIPIENTS AS AT 29 SEPTEMBER 1986 



RECIPIENTS 



NUMBER WITH ASSESSED WEEKLY INCOME 



Below 

needs allowances 



Equal to or above 
needs allowance 



TOTAL 



(i) 



(ii) 



(iii) 



(iv) 



(v) 



Pensioners 



A 





3 




4 


























6-11 






12-17 




6 




7 




























25-30 




31-36 


* 




10 
































44-50 


51-57 



18-24 



Others 



D 



37-43 



All (I +2) 



II 



58-64 



Those in 3 with non- 
dependant deductions 



Those in 3 with eligible 
rents rebated in full 



XL 



> 

> 






13 



65-71 



72-78 



All boxes should be right justified 
Example. 







5 


4 


3 


2 


1 



LOCAL AUTHORITY CONTACT POINT 

Name 

Telephone Number 



FORM STATS(N) 121 
(HBSC 1) 




GUIDANCE TO COMPLETION - Rent rebates 





1. If date shown, 29/9/86 does not fall in a typical week, a date in the nearest typical week should be used. 

2. Assessed weekly income (heading of columns iii and iv) is that income used in calculating benefit after any 
disregards, including those under local schemes, have been applied. See paragraphs 5.9 to 5.14 of circular 
HB(82)2 for guidance if necessary. 

3. The Totals shown in columns iii, iv and v rows 1, 2 and 3 should include cases receiving 

higher rates of benefit under the discretionary powers of Reg 22 of the Housing Benefit Regulations 1982 
(paragraph 9.3 of circular HB(82)2). 

4. Housing Benefit Supplement cases should be included. 

HOUSING BENEFIT GUIDANCE MANUAL 2/87 
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DEPARTMENT OF HEALTH AND SOCIAL SECURITY 14 




AUTHORITY’S NAME 80-83 

To; RoomA2217 



Newcastle upon Tyne Central Office 
DHSS 



(Completed forms to be returned by 29 October 1986) 



Newcastle upon Tyne NE98 1YX 



RECIPIENTS AS AT 29 SEPTEMBER 1986 



RECIPIENTS 



NUMBER WITH ASSESSED WEEKLY INCOME 



Below 

needs allowances 



Equal to or above 
needs allowance 



TOTAL 



(0 



(H) 



(Hi) 



(iv) 



(v) 



1 Pensioners 


A 


16 




17 




B 


18 








































*+89 


90-95 


96-102 


Others 


C 


19 




20 




D 


21 








































103-108 


109-114 


115-121 


3 All (1+2) 




21 




23 




h 


14 


E 












































122-128 


129-135 


136-142 


4 Those in 3 with non- 

dependant deductions 


- > 


G 


12 
















143-149 


5 Those in 3 with eligible 

rents rebated in full 




H 


J6 
















150-156 



All boxes should be right justified 
Example. 







5 


4 


3 


2 


1 



LOCAL AUTHORITY CONTACT POINT 

Name 

Telephone Number 



FORM STATS(N) 122 
(HBSC 2) 




GUIDANCE TO COMPLETION - Rent allowances 

1 . If date shown, 29/9/86 does not fall in a typical week, a date in the nearest typical week should be used. 

2. Assessed weekly income (heading of columns iii and iv) is that income used in calculating benefit after any 
disregards, including those under local schemes, have been applied. See paragraphs 5.9 to 5.14 of circular 
HB(82)2 for guidance if necessary. 




3. The Totals shown in columns iii, iv and v rows 1, 2 and 3 should include cases receiving 
higher rates of benefit under the discretionary powers of Reg 22 of the Housing Benefit Regulations 1982 
(paragraph 9.3 of circular HB(82)2). 



4. Housing Benefit Supplement cases should be included. 
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From: 



DEPARTMENT OF HEALTH AND SOCIAL SECURITY 
HOUSING BENEFIT STATISTICAL ENQUIRY 
STANDARD CASES 

(INCLUDING HOUSING BENEFIT SUPPLEMENT) 



AUTHORITY’S NAME 



( Completed forms to be returned by 29 October 1986) 



RATE REBATES 



27 

c 



157 



28 ' 

AUTHORITY’S NUMBER 

158-161 

To: Room A2217 

Newcastle upon Tyne Central Office 
DHSS 

Newcastle upon Tyne NE98 1YX 



RECIPIENTS AS AT 29 SEPTEMBER 1986 



RECIPIENTS 



NUMBER WITH ASSESSED WEEKLY INCOME 



Below 

needs allowances 



Equal to or above 
needs allowance 



TOTAL 



(0 



<ii) 



(iii) 



(tv) 



(v) 



(a) LOCAL AUTHORITY TENANTS 
1 Pensioners 















162-167 


32 



























168-173 


33 















31 



174-180 






Others 



181-186 



34 



187-192 



193-199 



All (1 + 2) 



35 



200-206 



36 



37 



207-213 



214-220 



Those in 3 with non- 
dependant deductions 



Those in 3 with eligible 
rates rebated in full 



38 



> 

*► 



39 



221-227 



228-234 



(b) PRIVATE TENANTS 
1 Pensioners 



40 



235-240 



41 



K 



42 



241-246 



247-253 



43 



Others 



44 



254-259 



M 



45 



260-265 



266-272 



All (1+2) 



N 



46 



273-279 



47 



48 



280-286 



287-293 



Those in 3 with non- 
dependant deductions 



Those in 3 with eligible 
rates rebated in full 



> 



Q 



49 



R 



50 



294-300 



T1T.-OTT 



(c) OWNER OCCUPIERS 
I Pensioners 















308-313 


54 















52 



53 



314-319 



320-326 



Others 



u 



55 



57 


















346-352 



V 



56 



58 


















353-359 



339-345 



All (1+2) 



w 



X 



59 



360-366 



Those in 3 with non- 
dependant deductions 



Those in 3 with eligible 
rates rebated in full 



60 



► z 



1L 



367-373 



fm sir 



FORM STATS(N) 123 
(HBSC 3) 



All boxes should be right justified 
Example. 







5 


4 


3 


2 


1 



LOCAL AUTHORITY CONTACT POINT 

Name 

Telephone Number . 



RCOP/D1327 600 6/86 KM 
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GUIDANCE TO COMPLETION - Rate rebates 

1 . If date shown, 29/9/86 does not fall in a typical week, a date in the nearest typical week 
should be used. 

2. Assessed weekly income (heading of columns iii and iv) is that income used in calculating 
benefit after any disregards, including those under local schemes, have been applied. See 
paragraphs 5.9 to 5.14 of circular HB(82)2 for guidance if necessary. 

3. Housing Benefit Supplement cases should be included. 
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DEPARTMENT OF HEALTH AND SOCIAL SECURITY 

SOCIAL SECURITY AND HOUSING BENEFITS ACT 1982, SUPPLEMENTARY ACT 
1976 AND LOCAL GOVERNMENT PLANNING AND LAND ACT 1980 (RATING 
(DISABLED PERSONS) ACT 1978) 



IMPORTANT: Read the notes on the reverse 
before completing the Form. 



671 



Field No 



01 



02 



03 



04 



Authority’s Name 

Authority’s Number 

Application for payment on account for the financial year ending 3 1 March 

Initial or revised estimate 



i i I i l- 





Summary of Claim 


(a) , 
Amounts paid 




(b) 

Subsidy 






£ 




£ 


05 












ixCIll IvCUdLCb ^LfCllJULiLclicu. 




06 




Rent Rebates (Standard payments) 














07 




Rent Allowances (Certificated payments) - 














08 


Rent Allowances (Standard payments) 














09 


l 3 o+o PoVmtfii frVrtifif'.jitp.H ■navments'l .. ...... 










JAdLC IVC CL Ivu UllvtUwu luwxinjy 




10 


Rate Rebates (Standard payments) 














11 






... 














12 


Housing Benefit Supplement - 














13 


Disabled Person’s Rate Rebates Domestic 














14 




Disabled Person’s Rate Rebates Institutions 














15 




Administration costs in respect of fields 05-12 




— — m 










16 






„ * m 












17 









MPF671 



Page 1 
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Authority Contact 



STD Code and Telephone No 



I APPLY on behalf of the Authority for payment on account of the amount at Field 17. 



I CERTIFY that the entries on this form are in accordance with the current relevant regulations and 
instructions and that to the best of my knowledge and belief the information provided is accurate. 



I UNDERTAKE to submit a pre-audit and a final audited claim within the prescribed time limits and promise 
to pay to the Secretary of State on demand the amount of any excess found to have been advanced on this 
claim. 



Signature 



Chief Financial Officer 



Date 



For DHSS use only Authorised for payment 



Signature 



Date 



MPF671 



Page 2 
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NOTES ON COMPLETION OF FORM MPF 671 



The notes given below are IMPORTANT. Incorrectly completed forms may result in payment being delayed. 

1. To ensure prompt payment this application should be completed and forwarded to the address displayed by 
the last day of February (for initial estimate) and the last day of August (for revised estimate) each year. Any 
delay in submitting these forms promptly may mean it will not be possible to take account of revised estimates 



in the appropriate financial year. 

2. Instructions for entering data:- 

Field 01 enter the authority’s name eg EPSOM AND EWELL (maximum of 20 characters including 
spaces). 

Field 02:- enter the authority’s code number (ie the 8 digit number advised by DHSS). 

Field 03 enter year (eg 86) appropriate to the financial year ending 3 1 March. 

Field 04:- enter 1 if application for initial estimate (ie at commencement of financial year) 
or 2 for revised estimate. 

Fields 05-10:- enter for each field:- 

a. the total amounts paid in statutory awards 

b. the amount of subsidy payable on the basis of the rates set out below. 



TVDC ncc ATTTUrVDTTV 


SUBSIDY RATE(%) 


I i rJC; Ur AU ioUrs.ll x 


CERTIFICATED 


STANDARD 


Scottish Special Housing Association and 
Scottish New Towns 


100 


100 


New Towns in England and Wales and the 
Development Board for Rural Wales 


100 


90 


Other authorities 


100.6 


90 



Field 11:- Applies to local authority tenants where the local authority collects water rates with rent/rates 

(see Part 13B of HB (82)2 paras 1 1.12, 11 .13, 13.6-13.9) and to those certificated private 
tenants whose rent includes an unspecified or specified amount for water charges (HB (83)1 
paras 8. 1-8.3 and HB (84)3 paras 30.1-30.3). Rate of subsidy is 100 per cent. 

Field 12:- Subsidy is payable at 100% 

Field 13-14:- enter a. the total amounts paid in statutory awards, and 

b. amount of subsidy (90% of a). 

These fields should not be completed by Scottish authorities. Scottish authorities should claim 
this subsidy from the Scottish Development Department, where forms for this purpose can be 
obtained. 

Field 15:- enter the cost of administering the items detailed at fields 05-12:- 

a. the total amount (ie as shown in part D, col(4) of the attached proforma) 

b. the amount of subsidy payable on the basis of the rates set out below. 



TYPE OF AUTHORITY 


SUBSIDY RATE(%) 


New Town Development 
Corporations, Scottish Special 
Housing Association and 
Development Board for 


100 


Rural Wales 


Other authorities in England 


60 


Other authorities in Scotland 


65 


Other authorities in Wales 


70 



(Administration costs of fields 13 and 14 should NOT be included. These are reflected in rate 
support grant arrangements). 

MPF 671 Pa e e 3 
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Field 16:- 



leave this field blank. 



Field 17:- enter the grand total of fields 05-15. 

Notes a. All fields 01-15 and 17 must be completed. Field 16 must be left blank and for authorities in Scotland 
fields 13 and 14 must be left blank. If no claim is to be made for any of the subsidies at fields 05-15 a zero 
should be inserted. 

b. Entries for cash amounts should be in whole pounds only. Amounts of 50p or less should be rounded 
down. 

3. Completed forms should be sent to:- 



Housing Benefits Unit 

FC3A(3) Room 513F 

Department of Health and Social Security 

Norcross. Blackpool FY5 3TA 

Telephone: 0253-856123 Ext 6204 and Ext 6439 



MPF 671 

MCR 339783/1 /8821 8 * 7 2500 11/84 TL 
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DEPARTMENT OF HEALTH AND SOCIAL SECURITY 



SOCIAL SECURITY AND HOUSING BENEFITS ACT 1982, SUPPLEMENTARY ACT 
1976 AND LOCAL GOVERNMENT PLANNING AND LAND ACT 1980 (RATING 
(DISABLED PERSONS) ACT 1978) 



IMPORTANT: Read the notes on the reverse 
before completing the Form. 



Field No 



01 



02 



03 



04 



05 



06 



07 



08 



09 



10 



11 



12 



13 



14 



15 



16 



17 



Authority’s Name . . 
Authority’s Number. 



Application for payment on account for the financial year ending 31 March 
Initial or revised estimate 



Rent Rebates (Certificated payments) 

Rent Rebates (Standard payments) 

Rent Allowances (Certificated payments) 

Rent Allowances (Standard payments) 

Rate Rebates (Certificated payments) 

Rate Rebates (Standard payments) 

Water Rates 

Housing Benefit Supplement 

Disabled Person’s Rate Rebates Domestic 

Disabled Person’s Rate Rebates Institutions . . 
Administration costs in respect of fields 05-12. 



Grand totals of fields 05-15 

MPF671 

Printed image digitised by the University of Southampton Library Digitisation Unit 



671 






Summary of Claim 


(a) 

Amounts paid 




(b) 

Subsidy 



Page 1 



Authority Contact 



STD Code and Telephone No 



I APPLY on behalf of the Authority for payment on account of the amount at Field 17. 



I CERTIFY that the entries on this form are in accordance with the current relevant regulations and 
instructions and that to the best of my knowledge and belief the information provided is accurate. 



I UNDERTAKE to submit a pre-audit and a final audited claim within the prescribed time limits and promise 
to pay to the Secretary of State on demand the amount of any excess found to have been advanced on this 
claim. 



Signature 



Chief Financial Officer 



Date 



For DHSS use only Authorised for payment 



Signature 



Date 



MPF671 
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NOTES ON COMPLETION OF FORM MPF 671 



The notes given below are IMPORTANT. Incorrectly completed forms may result in payment being delayed. 

1. To ensure prompt payment this application should be completed and forwarded to the address displayed by 
the last day of February (for initial estimate) and the last day of August (for revised estimate) each year. Any 
delay in submitting these forms promptly may mean it will not be possible to take account of revised estimates 
in the appropriate financial year. 

2. Instructions for entering data:- 

Field 01 enter the authority’s name eg EPSOM AND EWELL (maximum of 20 characters including 
spaces). 

Field 02:- enter the authority’s code number (ie the 8 digit number advised by DHSS). 

Field 03 enter year (eg 86) appropriate to the financial year ending 3 1 March. 

Field 04:- enter 1 if application for initial estimate (ie at commencement of financial year) 
or 2 for revised estimate. 



Fields 05-10:- enter for each field:- 

a. the total amounts paid in statutory awards 

b. the amount of subsidy payable on the basis of the rates set out below. 



TYPE OF AUTHORITY 


SUBSIDY RATE(%) 


CERTIFICATED 


STANDARD 


Scottish Special Housing Association and 
Scottish New Towns 


100 


100 


New Towns in England and Wales and the 
Development Board for Rural Wales 


100 


90 


Other authorities 


100.6 


90 



Applies to local authority tenants where the local authority collects water rates with rent/rates 
(see Part 13B of HB (82)2 paras 11.12, 11.13, 13.6-13.9) and to those certificated private 
tenants whose rent includes an unspecified or specified amount for water charges (HB (83)1 
paras 8.1-8.3 and HB (84)3 paras 30.1-30.3). Rate of subsidy is 100 per cent. 

Subsidy is payable at 100% 

enter a. the total amounts paid in statutory awards, and 
b. amount of subsidy (90% of a). 

These fields should not be completed by Scottish authorities. Scottish authorities should claim 
this subsidy from the Scottish Development Department, where forms for this purpose can be 
obtained. 

enter the cost of administering the items detailed at fields 05-12:- 

a. the total amount (ie as shown in part D, col(4) of the attached proforma) 

b. the amount of subsidy payable on the basis of the rates set out below. 



TYPE OF AUTHORITY 


SUBSIDY RATE(%) 


New Town Development 
Corporations, Scottish Special 
Housing Association and 
Development Board for 
Rural Wales 


100 


Other authorities in England 


60 


Other authorities in Scotland 


65 


Other authorities in Wales 


70 



(Administration costs of fields 13 and 14 should NOT be included. These are reflected in rate 
support grant arrangements). 

MPF 671 Page 3 
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Field 11:- 



Field 12:- 
Field 13-14:- 



Field 15:- 



Field 16:* 



leave this field blank. 



Field 17:- enter the grand total of fields 05-15. 

Notes a. All fields 01-15 and 17 must be completed. Field 16 must be left blank and for authorities in Scotland 
fields 13 and 14 must be left blank. If no claim is to be made for any of the subsidies at fields 05-15 a zero 
should be inserted. 

b. Entries for cash amounts should be in whole pounds only. Amounts of 50p or less should be rounded 
down. 

3. Completed forms should be sent to: - 

Housing Benefits Unit 

FC3A(3) Room 513F 

Department of Health and Social Security 

Norcross, Blackpool FY5 3TA 

Telephone: 0253-856123 Ext 6204 and Ext 6439 



MPF671 

MCR 339283/1/882 1817 2500 11/84 TL 
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HOUSING BENEFITS : GUIDANCE ON CALCULATING SUBSIDY FOR ADMINISTRATION COSTS IN 
1 985/86 

1. Reimbursement of authorities’ administrative costs in 1985/86 will be on the 
same basis as in 1984/85, ie a specific grant, set in England at 60%, Scotland 
65% and Wales 70% of total costs REASONABLY incurred by authorities in 
administering Housing Benefits. Authorities which do not receive Rate Support 
Grant ( ie New Town Development Corporations, the Scottish Special Housing 
Association, and the Development Board for Rural Wales) will continue to have 
100% of all the costs of administering rent rebates reimbursed by the Department. 

The legislation for this will be contained in the Housing Benefits (Subsidy) Order 
1985. 

2. Authorities should provide separate information for local authorities 
tenants, private tenants and owner occupiers. 

3. For Parts B to D of the proforma authorities should provide separate 
information for each benefit. Where, exceptionally, authorities cannot break 
down costs in this manner, they should complete the totals column only, column 4. 

4. To avoid any duplicate claims, authorities acting as agents of principal 
authorities for rent or rate rebates should ensure that they DO NOT apply for 
subsidies which are properly payable to the principal authority. The correct 
procedure is for principal authorities’ claims ONLY to include payments made and 
subsidies due under any agency arrangements. It will assist the Department, 
however if principal authorities would include in addition to their total claim 
a breakdown of payments to be made and subsidies due in respect of each agency 
arrangement. 

NOTE: Any forms giving incomplete information may be returned before any payment 

is made. 

DETAILED NOTES 

PART A : CASELOAD FIGURES 

5. Figures are required on the same basis for certificated and standard cases. 
Authorities should provide an estimate of the average caseload during 1985/86. 

A suggested method of estimating caseloads is to take the figures at 4 representative 
dates during 1984/85 and, taking account of any identifiable trends, project case- 
loads for 1985/86. Please note it is essential for monitoring purposes that 
separate figures are provided for rents and rates. DO NOT BRACKET BOXES TOGETHER 
AS THIS WILL RESULT IN THE FORM HAVING TO BE RETURNED TO THE AUTHORITIES. 

PART B : DIRECT SALARY COSTS 

6. Enter the total salary costs of all staff directly employed wholly or partly 
on any aspect of the administration of Housing Benefits. These should INCLUDE 
employers national insurance and superannuation but EXCLUDE accommodation and other 
overheads which are required explicitly in Part D. Time of staff who are not 
employed full-time on operating Housing Benefits (eg, who combine rent/rate collection 
and HB tasks, or who directly supervise or manage staff on HB) should be apportioned 
as accurately as possible. Note that specialist computer staff costs should not be 
included in this section. They should be shown at Part C. 

PART C : COMPUTER COSTS 

7. These should cover ALL aspects of the computer operation. Several components 
of the overall costs may need to be apportioned both over a range of computing 
tasks (of which HB may be only one) and over the expected lifetime of the system. 
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PART D : ACCOMMODATION AND OTHER OVERHEADS 



8. These are likely to include:- 

i Accommodation - the actual costs of accommodating all staff entered 
at Part B and, where applicable, Part C should be inserted together with 
any other accommodation costs. Costs should include rental, lighting, 
heating and maintenance. They should be calculated in accordance with 
adopted accounting practices. 

ii Other overheads 

a. stationery 

b. postage 

c. benefit payment costs (mainly giro or other encashment charges) 

d. accounting and control and recovery of overpayments. Statistical 
returns are seen as an essential part of the HB Scheme and any costs 
incurred by an authority on these should also be included. 

PART E : RENT AND RATE INCREASES 

9. These figures are required to enable the Department to identify trends and 
also indicate the assumed percentage increases, if any, on which authorities’ 
benefit subsidy estimates are based. If the increases for 1985/86 are not known 
when the proforma is completed an estimate should be provided with the 
indication (E). 

PART F : LOCAL VARIATIONS 

10. For public expenditure estimates and monitoring purposes, the Department 
requires information from all housing and rating authorities on the cost of 
discretionary benefits awarded in individual cases under Regulation 22 of the 
Housing Benefits Regulations 1982, and the additional cost of local schemes 
permitted under Section 30 of the Social Security and Housing Benefits Act 1982. 
The cost of high rent schemes authorised by the Secretary of State should not 
be included. Details of discretionary rate rebates from Scottish Regional 
Councils should include the costs of relevant Districts which act as their agents. 
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FOR DHSS USE 
Processed by Micro 
Date 



PROFORMA - ESTIMATING THE COST OF OPERATING HB IN 1985-86 



AUTHORITY’S NAME 



PART A - CASELOAD FIGURES - (See guidance notes A and 5) 

An entry must be made in each box. Do NOT bracket boxes together. 



1 . 



I 



2 . 



CERTIFICATED 
CASELOAD .... 

STANDARD 
CASELOAD 



LOCAL AUTHORITY 
TENANTS 


RENT REBATE 


RATE REB 











PRIVATE 

TENANTS 


RENT ALL 


RATE REB 











OWNER 

OCCUPIERS 




TOTAL 


RATE REBATES 



















PARTS B TO D relate to certificated and standard cases. If an entry under columns (1) to (A) 
is not possible then complete column (A) only. If an entry is not appropriate please enter 
"NONE". 



PART B - DIRECT SALARY 
COSTS 

(See guidance note 6) — . 

PART C - COMPUTER COSTS 
(See guidance note 7).... 



(1) (2) (3) (A) 



RENT 

REBATES 


RENT 

ALLOWANCES 


RATE 

REBATES 


TOTAL 



















* 



(1) (2) (3) 



(A) 



PART D - ACCOMMODATION AND OVERHEADS 
(See guidance note 8) 

i Staffing and other accommodation costs 


RENT 

REBATES 


RENT 

ALLOWANCES 


RATE 

REBATES 


TOTAL 










ii 


Stationery 










ii i 


Postage 










iv 


Payment costs - Post Office 












Bank 












( Please specify ) Other 










I 


Accounting and control 










vi 


Other overheads (please specif iy) . .. 










D. 


TOTAL. 
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( 1 ) 



( 2 ) 



(3) 



(4) 



TOTAL ADMIN COST (B+C+D) 



1 



PART E - MISCELLANEOUS 

1. Number of staff (full-time 
equivalents) to administer HB . 




2. Extent to which HB is 
computerised 

Enter "O" for no computerisation 

Enter "1" for partly 
computerised 

Enter "2" for fully 
computerised 

i. assessment of award 

ii notification of award 

iii payment 

iv accounting 



(1) (2) (3) 



RENT 

REBATES 


RENT 

ALLOWANCES 


RATE 

REBATES 


































3. Please insert PERCENTAGE increases 



1 984- 85 

1985- 86 



LOCAL AUTHORITY 
RENTS 


DOMESTIC RATES 
(INCLUDING COUNTY PRECEPT) 











COST OF DISCRETIONARY AND LOCAL 
SCHEMES 


(1) 


(2) 


(3) 


(4) 


(See guidance note 10) 


RENT 


RENT 


RATE 


TOTAL 




REBATES 


ALLOWANCES 


REBATES 


: estimated cost of awards in 
1985/86 











I 
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DEPARTMENT OF HEALTH AND SOCIAL SECURITY - HOUSING BENEFITS 



NOTIFICATION OF MASTER RECORD AMENDMENTS 



HB2 



IMPORTANT: Pleaiie read notes on the reverse 

before c caplet in g this fora 



Field No. 



Authority's Nuaber _____________ l I 1 t ill 




Authority's Name _____ 




Authority's Address 





Authority's Bank Sort Code 




05 



Authority ' s Bank Account No _____ ___ ____ ____ _____ 




Authority's Bank Naae and Address 




Authority Contact:- Naae 



STD Code and Telephone 
Nuaber 



I certify that the details present in Fields 01 -06 
are accurate and authorised by ae. 



Signature 
Date 



C hief Financial Officer 
or other authorised officer 



For Departmental use only 
Authorised Officer 
Signature _______ 

Date 



MPF 672 



8/82 
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NOTES ON COMPLETION OF FORM MPF 6?2 



These notes are IMPORTANT . Incorrectly completed forms may result in misdirection 
and/or delay of payment. 

1. Use this form: 

a. in the first instance , to give the necessary information for setting 
up master file records; and 

b. to notify any changes in this information. 

Please fill it in and send it to the address below. 

2. In the case of la. fill in the form and send it with form MPF 674 on your 

authority's initial claim under the Housing Benefits Scheme. Make sure all fields 
are completed. In the case of 1b. complete only fields 01, 02 and the field(s) 

where a change has occurred. Leave the rest blank. 

3. Instructions for entering data:- 

a. Field 01:- enter Authority ' s Code Number {ie the 8 digit number advised 
by DHSS) . 

b * Field 02:- enter Authority's Name eg EPSOM AND EWELL (maximum of 20 
characters including spaces). 

c. Field 03 :~ enter Authority's Address - up to 3 lines maximum of 

32 characters per line (including spaces). Minimum of 2 lines must be present. 

d. Field 04:- enter Authority's Bank Sort Code. 

e. Field 05: — enter Authority's Bank Account Number. 

f. Field 06:- enter Authority's Bank Name and Address - up to 3 lines, 

maximum of 32 characters per line (including spaces). Minimum of 2 lines 
must be present. 

4. Send completed forms to:- 

Bousing Benefits Unit 
FC3A(2), Room 513G 

Department of Health and Social Security 
North Fylde Central Office 
Norcross, Blackpool, FY5 3TA 
Telephone: 0253-856123 Ext 260 

5. If you want more copies of this form write to the address above. 
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CHAPTER 27 : STATISTICS 



27.01 The Department needs a certain amount of statistical 
information for financial and policy planning purposes. Much of 
this is provided through the arrangements for estimating and 
claiming subsidy. This chapter outlines the arrangements for 
seeking some additional information. 

27.02 - 27.04 

Certificated cases and claimants on housing benefit supplement 

27.05 The Department carries out regular sampling exercises to 
obtain a wide variety of statistical information relating to 
people on supplementary benefit. This includes information about 
housing costs and household composition. In order to obtain a 
full picture, DHSS asks for information from authorities about 
the housing benefit provision for cases which appear in the 
sample. The sample of cases is selected in DHSS local offices at 
the start of each exercise. The size of the sample will vary, 
depending on the number of claimants, but an average sized 
authority can expect to receive 70-80 sample cases in each 
exercise. 

Procedure 

27.06 DHSS local offices will list the sample cases on a special 
form (STATS 116), a copy of which is attached at Annex A, The 
ins tructions for completing the form are on the reverse. 

Separate forms will be issued from each DHSS local office for 
housing authority tenants, private tenants and owner-occupiers in 
the sample, and cases will be listed by alphabetical address 
order. 

27.07 Authorities are asked to insert in columns 5-11 of the 
form the appropriate entries for the week indicated at the top of 
the form. There is space in column 2 of the form for authorities 
to include their own reference number for the claimant if they 
wish. Completed forms should, if possible, be returned within 2 
weeks to the DHSS local office which issued the form so as to 
avoid delays. If authorities experience difficulty In providing 
the information within this timetable, they should apply the 
procedure set out at item 4 of the instructions on the form. 

27.08 The exercise will take place twice a year, in May and 
December. If authorities have any queries on the completion of 
form STATS 116, they should discuss them first with their local 
DHSS contact point and then, if necessary, with Mr D Fewster, 

Room A2105, DHSS Central Office, Newcastle upon Tyne, NE98 1YX; 
Telephone: 091-279 7993. 

27.09 

Standard Cases 

27.10 The Department asks authorities to provide a statistical 
return each year for standard cases. This provides a breakdown 
of the total number of standard housing benefit claims for which 
subsidy is claimed in a nominated week each autumn. If that week 

is not typical for some reason, the nearest typical week should 
be selected instead. 
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27.11 The draft forms, showing the information required, are at 
Annex B to this chapter. Copies will be sent to authorities 

in advance of each year’s exercise and will show the address to 
which the forms should be returned. Authorities are requested to 
make separate returns for rent rebates, rent allowances and rate 
rebates. 

27.12 If the forms have not been received by 31 August each year 
or if there are any queries about this exercise, authorities 
should contact Mr D Fewster, Room A2105, DHSS Central Office, 
Newcastle upon Tyne, NE98 1YX; Telephone: 091-279 7993. 

27.13 - 27.14 



Reviews by officers and review boards 

27.15 Authorities are asked to make quarterly returns providing 
information on the numbers and types of reviews and their 
outcome. The form in which the return should be made is set out 
at Annex C . 

27.16 Returns should be made for each quarter ending 31 March, 

30 June, 30 September and 31 December. Authorities should 
duplicate and use the form at Annex C for these returns. 

Completed forms should be returned within 21 days of the end of 
the relevant quarter (ie by 21 July, 21 October, 21 January, 

21 April) to Mr D Hart, Room 471, New Court, Carey Street, London 
WC2A 2LS. Where an agent authority provides benefit and review 
decisions on behalf of another authority, any reviews should be 
included in the return from the agent. 

27.17 Any enquiries about the information to be provided about 
reviews should be addressed to Mr D Hart, or Telephone 

01-831 6111, Extension 2719. 

27.18 - 27.19 

Family Expenditure Survey 

27.20 The Office of Population Censuses and Surveys (OPCS) ask 
for information about housing benefit when interviewing members 
of the public for the Family Expenditure Survey (FES). In some 
cases, housing authority tenants may not be able to provide a 
breakdown of housing benefit for rent and rates and (where 
appropriate) help with water charges. To avoid problems the 
following procedure will be followed:- 

a. on arrival in an area, the OPCS interviewer will 
contact the local housing departments ) to request the 
name and telephone number of a contact point for 
enquiries; 

b. where a householder cannot provide information about 
rent and rates, the interviewer will approach the contact 
point for the information. 

It is intended that this arrangement should provide quick results 
and keep the authority’s involvement to a minimum. 

27.21 - 27.99 
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CHAPTER 27 ANNEX A 



DEPARTMENT OF HEALTH AND SOCIAL SECURITY 
SUPPLEMENTARY BENEFITS STATISTICAL ENQUIRY No 190 FOR WEEK ENDING 11 DECEMBER 1984 

CLAIMANTS WITH HOUSING BENEFIT 



Regional 

Indicator 


Office Serial No 


Serial No 
of form 


t 

Tenure 





















From: The Manager, 



Contact point: Name 



AO/ILO 

Ext . . . 



"LA Tenant 
‘Private Tenant 
‘Owner Occupier 



To: 



LOCAL AUTHORITY 



For DHSS HQ use only 



B 



COLUMNS 1-4 FOR COMPLETION BY SUPP B SECTION 



COLUMNS 5-1 1 FOR COMPLETION BY LOCAL AUTHORITY 



DEDUCTIONS 


NON-DEPENDANTS 


OTHERS 


Number of Units 


AMOUNT 


AMOUNT 


Reason 

t 


Stan- 

dard 

rate 


Lower rates 


^ " Pen- 
10-zu 60/65 sions 


8 


9 


10 


li 



ADDRESS OF 
CLAIMANT 



NAME OF 
CLAIMANT 



SERIAL 
NUMBER 
OF FORM 
STATS 112 



NET HOUSING BENEFIT 
IN PAYMENT 



GROUP 

No 



RENT 



GENERAL 

RATES 



WATER RATES 
IF PAID 

WITH HOUSING 
BENEFIT 



D 

E 

S 

t 



12 



LA 



LA 



LA 



LA 



LA 



LA 



LA 



LA 







LA 






LA 





LA 



LA 






iH z D 



”~i z r~! 

MMMMW ImaMMUf 



M 

M 



M 



on 

J z D 



M 



*Delete as appropriate 
f See notes overleaf 



, FORM STATS LI6 . , . X Y, Z These symbols are for computer jnput purposes only 
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LOCAL AUTHORITY CONTACT POINT: 
NAME 




GUIDE TO COMPLETION 



SUPP BEN SECTION 

1. Section A Serial no of form; 

Number consecutively all forms sent to the same authority. 
If only one form is issued enter “01". 

2. Section A, Tenure Box. Code as follows 

LA tenant - Code 1 

Private tenant - Code 2 

Owner/Occupier - Code 3 

3. Section B. Column 2. 

Line marked LA is for use by Local Authority 

4. Section B. Column 3. 

Insert the serial number of the FORM STATS 112 
associated with each claimant. 
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LOCAL AUTHORITY 

1. Weekly amounts should be calculated on the basis of a 52 week year. 

2. If a claimant cannot be identified consult the DHSS contact point shown at 
Section A. 

3. If a claimant was not entitled to Housing Benefit in the relevant week enter “8" 
in column 11. Leave other columns blank. 

4. If a claimant can be identified as an HB case but details are not available 
enter “9" in column 11. Leave other columns blank. 

5. In the case of private tenants for whom rates or water rates have not been 
individually calculated please estimate appropriate amounts using the locally 
agreed formula. 

6. Notes on column entries: 

Col. 2 - Line marked LA is for reference no. if required. 

Col. 8 - Record any lower rates under aged 16-20, aged 21-60/65 or 

pensioners. 

Col. 11 - Enter number as follows: 

reason for deduction in Col. 10: 



Amenities - Code 1 

Unreasonable rent - Code 2 

Subtenants - Code 3 

More than one reason - Code 4 

other entries 

Not entitled (see Note 3) - Code 8 

Details not available 

(see Note 4) - Code 9 



Col. 12 - For DHSS HQ use only. 

Library Digitisation Unit 



CHAPTER 27 ANNEX B 



DEPARTMENT OP HEALTH AND SOCIAL SECURITY 
HOUSING BENEPIT STATISTICAL ENQUIRY 
STANDARD CASES 



RENT 

REBATES 



FROM: 



AUTHORITY’S NAME 



AUTHORITY’S NUMBER 



TO 



Completed 
forms to be 
returned by 
31 October 



RECIPIENTS AS AT 30 SEPTEMBER 



• 

(i) 


P W* TT3TTr'K3 T P<3 


NUMBER WITH ASSESSED 
WEEKLY INCOME:- 


TOTAL 

(v) 


rLDO JLr JJlilH 1 Q 

(ii) 


below needs 
allowances 

(iii) 


equal to or 
above needs 
allowance 
(iv) 


1 


PENSIONERS 








2 


OTHERS 








3 


ALL (1+2) 








* 


Those in 3 with 

non-dependant 

deductions 








5 


Those in 3 with eligible 
rents rebated in full 









LOCAL AUTHORITY CONTACT POINT 
NAME 



TELEPHONE NUMBER, 
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DEPARTMENT OF HEALTH AND SOCIAL SECURITY 
HOUSING- BENEFIT STATISTICAL ENQUIRY 
STANDARD CASES 



RENT 

ALLOWANCES 



AUTHORITY’S 

NAME 



AUTHORITY’S 

NUMBER 



TO: 



. . Completed 
forms to be 
. . returned by 
31 October 



RECIPIENTS AS AT 30 SEPTEMBER 



RECIPIENTS 

(ii) 


NUMBER WITH ASSESSED 
WEEKLY INCOME:- 


TOTAL 

M 


below needs 
allowances 

(iii) 


equal to or 
above needs 
allowance 

(iv) 


PENSIONERS 








OTHERS 








ALL (1+2) 








Those in 3 with 

non-dependant 

deductions 






’ 


Those in 3 with eligible 
rents allowed in full 









LOCAL AUTHORITY CONTACT POINT 

NAME,... 

TELEPHONE NUMBER 
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GUIDE TO COMPLETION - Rent rebates and rent allowances 



1. If date shown, 30 September, does not fall in a typical week a date in the 
nearest typical week should be used. 

2. Assessed weekly income (heading of columns iii and iv) is that income 
used in calculating benefit after any disregards, including those under local 
schemes, have been applied. See paragraphs 5*9 to 5*14 of circular HB(82)2 
for further guidance if necessary. 

3* The Totals shown in columns iii, iv and v of rows 1, 2 and 3 should include 
cases receiving higher rates of benefit under the discretionary powers of 
Reg 22 of the Housing Benefit Regulations 1982 (paragraph 9*3 of circular 
HB(82)2). 



4* No entries should be made in columns iii and iv of rows 4 and 5* 
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DEPARTMENT OP HEALTH AND SOCIAL SECURITY 
HOUSING BENEFIT STATISTICAL ENQUIRY 
STANDARD CASES 



RATE 

REBATES 



FROM: TO 

AUTHORITY'S NAME Completed 

forms to be 

****************** returned by 

AUTHORITY'S NUMBER 51 October 



RECIPIENTS AS AT 50 SEPTEMBER 



(i) 


RECIPIENTS 


NUMBER "WITH ASSESSED 
WEEKLY INCOME:- 


TOTAL 

(v) 


(ii) 


below needs 
allowances 

(iii) 


equal to or 
above needs 
allowance 
(iv) 


1 


(a) Local authority 
Tenants 

PENSIONERS 






• 


2 


OTHERS 








3 ! 


ALL (l+2 ) 








4 


Those in 3 with 
non-dependant deductions 








5 

| 


Those in 3 with eligible 
rates rebated in full 








l 

•1 

1 


(b) Private Tenants 
PENSIONERS 








2 


OTHERS 








3 


ALL (1+2) 








4 


Those in 3 with 
non-dependant deductions 








5 


Those in 3 with eligible 
rates rebated in full 








1 


(c) Owner Occupiers 
1 PENSIONERS 








2 


OTHERS 








3 


ALL (1+2) 








4 


Those in 3 with 
non-deuendant deductions 








5 


Those in 3 with eligible 
rates rebated in full 






M- 



LOCAL AUTHORITY CONTACT POINT 
NAME.,.. 

TELEPHONE NUMBER ..... 
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GUIDANCE TO COMPLETION - Rate rebates 



1* If date shown, 30 September, does not fall in a typical week, a date in 
the nearest typical week should be used. 

2. Assessed weekly income (heading of columns iii and iv) is that income 
used in calculating benefit after any disregards, including those under local 
schemes, have been applied. See paragraphs 5.9 to 5.14 of circular HB(82)2 
for guidance if necessary. 

3* No entries should be made in columns iii and iv of rows 4 and 5* 



Printed image digitised by the University of Southampton Library Digitisation Unit 



CHAPTER 27 ANNEX C 



Housing Benefits 

Authority * , , 

REVIEW BOARD STATISTICAL RETURN Period covered . . to 

General 

I. Total number of officer level reviews:- 

Total number of board reviews:- 

Board reviews 

II. Total number of determinations upheld:- 

Total number of determinations revised:- 

III. Number of board reviews by tenure 

Standard Certificated 

Class a): Rate rebates (owner-occupiers) 

Class b): Rent and/or rate rebates 

(council tenants) 

Class c): Rent allowances and/or rate 

rebates (private tenants) 

IV . Number of board reviews by subject and tenure 

[NB where a review covers more than one subject, record each subject separately] 



Standard cases 

a) eligible rent/rates 


Class a)* 


Class b)* 


Class c)* 


b) income assessment 








c) non-dependants/sub-tenants 








d) use of reg 25 discretion 








e) overpayments 








f) other 









* See question III for definition 



Printed image digitised by the University of Southampton Library Digitisation Unit 



Certificated cases 
a) eligible rent/rates 


Class a)* 


Class b)* 


Class c)* 


b) non-dependants/sub-tenants 








c ) o ve r p ayme n t s 








d) other 









V . Time taken to hear reviews from receipt of claimant's request 
Number of cases - (i) Less than 6 weeks: 

(ii) 6-8 weeks : 

(iii) More than 8 weeks: . 

Number of board reviews outstanding : 

Contact point for enquiries 
Telephone: 



Printed image digitised by the University of Southampton Library Digitisation Unit 



LIST OF APPENDICES 



Appendix 


1 


Needs allowances 


Appendix 


2 


Non— dependant deductions 


Appendix 


3 


Deductions and disregards 


Appendix 


4 


Main Social Security rates 


Appendix 


5 


Industrial Injuries Benefit rates 


Appendix 


6 


Main War Pension rates 


Appendix 


7 


Main Supplementary Benefit rates 


Appendix 


8 


Family Income Supplement 


Appendix 


9 


Statutory Sick Pay 


Appendix 


10 




Appendix 


11 


Forms used in liaison between BBSS 
local offices and authorities 
(list and copies) 


Appendix 


12 


DQSS request for details of 
overpaid housing benefit in cases 
where a certificate has been 
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14 
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15 
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Appendix 


16 
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APPENDIX 1 



Needs Allowances (see Chapter 8) 



Description 


From 

1.4.83 


From 

21.11.83 


From 

26.11.84 


From 

25.11.85 


From 

28.7.86 


From 

6.4.87 




£ 


£ 


£ 


£ 


£ 


£ 


Single Person 


41.40 


43.05 


45.10 


47.70 


48.10 


48.90 


Couple 


61.00 


63.50 


66.50 


70.20 


70.85 


72.15 


Single Parent 


61.00 


63.50 


66.50 


70.20 


70.85 


72.15 


Handicapped 
Single Person 


46.15 


48.00 


50.30 


53.20 


53.65 


54.50 


Couple (one 
handicapped) 


65.75 


68.45 


71.70 


75.70 


76.40 


77.75 


Handicapped 
Single Parent 


65.75 


68.45 


71.70 


75.70 


76.40 


77.75 


Couple (both 
handicapped) 


68.00 


70.80 


74.15 


78.25 


79.00 


80.45 


Pensioner 

addition 


0.75 


0.75 


0.80 


0.85 


0.85 


0.85 


Dependent child 
addition 


I 11.40 


11.90 


12.85 


14.50 


14.60 


14.75 



I 



I 
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APPENDIX 2 




A. Rent rebates/allowances 



Non-dependant Deductions (see Chapter 9 

paragraphs 9.30 to 9-39) 



Description 


From 

1.4.83 


From 

1.4.84 


From 

26.11.84 


From 

25.11.85 


From 

28.7.86 


From 

6.4.87 




£ 


£ 


£ 


£ 


£ 


£ 


Lower rate 


2.20 


2.20 


2.35 


2.80 


2.80 


2.90 


Middle rate * 


3.95 


— 


— 


- 


— 




Higher rate 


4.70 


6.15 


6.60 


7.80 


7.80 


8.05 



B . Rate rebates 



Description 


Fro® 

1.4.83 


From 

1.4.84 


From 

26.11.84 


From 

25.11.85 


From 

28.7.86 


From 

6.4.87 




£ 


£ 


£ 


£ 


£ 


£ 


Lower rate 


0.90 


0.90 


0.95 


1.10 


1.10 


1.15 


Middle rate * 


1.60 


— 


— 


— 


— 


— 


Higher rate 


1.85 


2.05 


2.20 


2.60 


2.60 


2.70 






* The middle rate of non-dependant deduction was abolished from 1.4.84. It 
formerly applied to non-dependants aged 18—20 who were not on supplementary 
benefit. 
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APPENDIX 3 



(Arndt 4) 



Deductions and Disregards 



Description 


From 


From 


From 


From 


From 


From 




1.4.83 


21.11.83 


26.11.84 


25.11.85 


28.7.86 


6.4.87 




£ 


£ 


£ 


£ 


£ 


£ 


Earnings disregard (Ch 7 para 7.62b) 














- principal wage earner 


18.00 


17.45 


17.00 


17.30 


17.30 


17.30 


- partner 


5.00 


5.00 


5.00 


5.00 


5.00 


5.00 


Maximum disregard on voluntary contributions to 
student children (Ch 7 para 7.77) 


18.60 


21.45 


22.45 


23.60 


23.85 


24.35 


Maximum deductions for amenities in certifi- 
cated cases (Ch 4 para 4.25) 














- heating 


5.60 


6.05 


6.25 


6.55 


6.70 


6.70 


- hot water 


0.65 


0.70 


0.75 


0.80 


0.80 


0.80 


- lighting 


0.45 


0.50 


0.50 


0.50 


0.50 


0.50 


- cooking 


0.65 


0.70 


0.75 


0.80 


0.80 


0.80 


Subletting allowances (Ch 9 paras 9-66 - 9-67) 
for: 














services including furniture 


2.50 


2.70 


2.90 


3.00 


3.00 


3.00 


- services not including furniture 


1.25 


1.35 


1.45 


1.50 


1.50 


1.50 


- a garage or outbuilding 


0.35 


0.35 


0.35 


0.40 


0.40 


0.40 






From 


From 


From 


From 








1.9.83 


1.9.84 


1.9.85 


1.9.86 




Rent deduction for grant-aided students 
(Ch 19 para 19.30) 


£ 


£ 


£ 


£ 


£ 




- London area 


18.65 


19.45 


20.20 


20.80 


17.70 




- Elsewhere 


14.10 


14.70 


15.30 


15.75 


13.60 




Short vacation element in student grants 
(para 19- 50b) 


23.65 


24.55 


25.75 


27.50 


27.85 




Special equipment grant for students on certain 
courses (para 19.42d) 

. ' ' . • • . . ' ... 1 . . ... . .. 


75.00 


80.00 


85.00 


90.00 


90.00 
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Type of 
Benefit 


From 

22.11.82 


From 

21.11.83 


From 

26.11.84 


From 

25.11.85 


From 

28.7.86 


From 

6.4.87 




£ 


£ 


£ 


£ 


£ 


£ 


Maternity Allowance 


25.00 


25.95 


27.25 


29.15 


29.45 


30.05 


Mobility Allowance 


18.30 


19.00 


20.00 


21.40 


21.65 


22.10 


One-Parent Benefit 


3.65 


4.05 


4.25 


4.55 


4.60 


4.70 


Retirement Pension 
— contributory 














HP Single person 


32.85 


34.05 


35.80 


38.30 


38.70 


39.50 


Spouse * 


19.70 


20.45 


21.50 


23.00 


23.25 


23.75 


Age addition 














(80 or over) 


0.25 


0.25 


0.25 


0.25 


0.25 


0.25 


Earnings limit 


57.00 


65.00 


70.00 


75.00 


75.00 


75.00 


- non-contributory 

(persons over 
pension age on 
5 July 1948 and 
persons over 80) 














Higher rate+ 


19.70 


20.45 


21.50 


23.00 


23.25 


23.75 


Lower rate + 


11.80 


12.25 


12.85 








Age addition 














(80 or over) 


0.25 


0.25 


0.25 


0.25 


0.25 


0.25 


Severe Disablement 














| ^kllowance^ 


19.70 


20.45 


21.50 


23.00 


23.25 


23.75 


Increase for spouse * 


11.80 


12.25 


12.85 


13.75 


13.90 


14.20 


Sickness Benefit 
- under pension age 


25.00 


25.95 


27.25 


29.15 


29.45 


30.05 


Increase for spouse * 


15.45 


16.00 


16.80 


18.00 


18.20 


18.60 


- over pension age 


31.45 


32.60 


34.25 


36.65 


37.05 


37.85 


Increase for spouse * 


18.85 


19.55 


20.55 


22.00 


22.25 


22.70 


Therapeutic Earnings 














Limit (IVB, SEA) 


20.00 


22.50 


23.50 


25.00 


25.50 


26.00 






* or other adult dependant. Increases to the partner's benefit are not 
payable if the dependant has earnings above a certain level. In the case of 
RP if the spouse is over pension age, a separate pension is payable to which 
he RP earnings limit applies. 



$ formerly called Non-contributory Invalidity Pension. 
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+ Abolished from 25.11.85. 
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Main Social Security Rates 




'Arndt 4) 



Type of 
Benefit 


From 

22.11.82 


From 

21.11.83 


From 

26.11.84 


From 

25.11.85 


From 

28.7.86 


From 

6.4.87 




£ 


£ 


£ 








Attendance Allowance 














- higher rate 


26.25 


27.20 


28.60 


30.60 


30.95 


31.60 


lower rate 


17.50 


18.15 


19.10 


20.45 


20.65 


21.10 


Child Benefit 














- each child 


5.85 


6.50 


6.85 


7.00 


7.10 


7.25 


Child’ s Special 
Allowance 

- each child 


7.95 


7.60 


7.65 


8.05 


8.05 


t 

8.05 


Dependency Additions 
for children 

- payable with IVP, 
E P, WB, ICA, SEA 
(and SB/UB where 
beneficiary is 
over pension age) 

- each child 


7.95 


7.60 


7.65 


8.05 


8.05 


8.05 


Guardian 1 s Allowance 














- each child 


7.95 


7.60 


7.65 


8.05 


8.05 


8.05 


Invalid Care 
Allowance 


19.70 


20.45 


21.50 


23.00 


23.25 


1 

23.75 


Increase for spouse * 


11.80 


12.25 


12.85 


13.75 


13.90 


14.20 


Invalidity Benefit 














Invalidity pension 


31.45 


32.60 


34.25 


38.30 


38.70 


39.50 


Increase for spouse * 


18.85 


19.55 


20.55 


23.00 


23.25 


23.75 


Invalidity allowance: 














- higher rate 


6.90 


7.15 


7.50 


8.05 


8.15 


8.30 


- middle rate 


4.40 


4.60 


4.80 


5.10 


5.20 


5.30 


- lower rate 


2.20 


2.30 


2.40 


2.55 


2.60 


2.65 



* or other adult dependant. The increase is not payable if the dependant has 
earnings above a certain level. 
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APPENDIX 4 (CONTD) 



r 


Type of 
Benefit 


From 

22.11.82 


From 

21.11.83 


From 

26.11.84 


From 

25-11.85 


From 

28.7.86 


From 

6.4.87 






£ 


£ 


£ 


£ 


£ 


£ 


Unemployment Benefit 














— 


under pension age 


25.00 


27.05 


28.45 


30.45 


30.80 


31.45 


Increase for spouse * 


15.45 


16.70 


17.55 


18.80 


19.00 


19.40 


— 


over pension age 


31.45 


34.05 


35.80 


38.30 


38.70 


39.50 


Increase for spouse * 


18.85 


20.45 


21.50 


23.00 


23.25 


23.75 


Widow’s Benefit 














— 


Widow’s allowance 
















(first 26 weeks of 
















widowhood) 


45.95 


47.65 


50.10 


53.60 


54.20 


55.35 


— 


Widowed Mother's 














# 


Allowance 


32.85 


34.05 


35.80 


38.30 


38.70 


39.50 




Widow's pension 
















(age 50 or over) 


32.85 


34.05 


35.80 


38.30 


38.70 


39.50 



* or other adult dependant. The increase is not payable if the dependant has 
earnings above a certain level. 
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APPENDIX 5 



Industrial Injuries Benefit Rates 



Description 


From 

22.11.82 


From 

21.11.83 


From 

26.11.84 


From 

25.11.86 


From 

28.7.86 


From 

6.4.87 




£ 


£ 


£ 


£ 


£ 


£ 


Industrial Death 
Benefit 

Widow's pension 
- First 26 weeks 


45.95 


47.65 


50.10 


53.60 


54.20 


55.35 


- Higher permanent 
rate 


33.40 


34.60 


36.35 


38.85 


39.25 


40.05 


Lower permanent 
rate 


9.86 


10.22 


10.74 


11.49 


11.61 


11.85 


Widower’s pension 


33.40 


34.60 


36.35 


38.85 


39.25 


40.05 


Allowances for 
children 

- each child 


7.95 


7.60 


7.65 


8.05 


8.05 


8.05 


Industrial Disable- 
me nt. Benefit 

100% assessment 


53.60 


55.60 


58.40 


62.50 


63.20 


64.50 


Unemployability 
supplement * 


31.45 


32.60 


34.25 


38.30 


38.70 


39.50 


- Reduced earnings 
allowance 
(formerly) 
Special hardship 
allowance 
(maximum) 


21.44 


22.24 


23.36 


25.00 


25.28 


25.80 


Constant attend- 
ance allowance 
(normal maximum) 


21.50 


22.30 


23.40 


25.00 


25.30 


25.80 


- exceptionally 
•£5^ severe disable- 

ment allowance 


21.50 


22.30 

L .. 


23.40 


25.00 


25.30 


25.80 



* Invalidity allowances and increases for adult dependants and children are 
payable with Unemployability Supplement at the same rates for IVB (see 
Appendix 4). 

Note : A £4 disregard applies to the total amount of Industrial Death Benefit 

or Industrial Disablement Benefit in payment (see Chapter 7 paragraph 
7.62c)® 
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Main War Pension Rates 





From 


From 


From 


From 


From 


From 


Description 


22-11.82 


21.11.83 


26-11.84 


25-11-85 


28.7.86 


6-4.87 




£ 


£ 


£ 


£ 


£ 


£ 


Death Benefits 














Widow’s pension - 
private's widow 
Standard rate 


42.70 


44.25 


46.55 


49.80 


50.30 


51.30 


Childless widow under 
40 


9.86 


10.22 


10.74 


11.49 


11.61 


11.85 


Rent allowance 
( maximum) 


16.25 


16.85 


17.70 


18.95 


19.15 


19.55 


Age allowance for 
tffelderly widows 
- age 65 - 69 














4.15 


4.30 


5.00 


5.35 


5.40 


5.50 


- age 70-79 


3.30 


8.60 


10.00 


10.70 


10.80 


11.00 


- age 80 and over 


8.30 


8.60 


12.50 


13.40 


13.55 


13.85 


Adult orphans 


32.85 


34.05 


35.80 


38.30 


38.70 


39.50 
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Main War Pension Rates 






From 


From 


From 


From 


From 


From 


Description 


22.11.82 


21.11.83 


26.11.84 


25.11.85 


28 » 7 .86 


6 o 4 b 87 ■*> 




£ 


£ 


£ 


£ 


£ 




Disablement Benefits 












i 


Disablement pension 














for private at 100% 














assessment 


53.60 


55.60 


58.40 


62.50 


63.20 


64.50 


Age allowance with 














assessment of 














- 40% to 50% 


3.70 


3.85 


4.05 


4.35 


4.40 


4.50 


- over 50% but not 














exceeding 70% 


5.85 


6.05 


6.35 


6.80 


6.85 


7.00 


- over 70% but not 














exceeding 90% 


8.35 


8.65 


9.10 ■ 


9.75 


9.85 


lO.Ofofc 


- over 90% 


11.70 


12.10 


12.70 


13.60 


13.70 


14.0<W 


Unemployability 














allowances 














- Personal allowance 


34.85 


36.15 


38.00 


40.65 


41.10 


41.95 


- Increase for wife 














or adult dependant 


19.70 


20.45 


21.50 


23.00 


23.25 


23.75 


- Increase for 














each child 


7.95 


7.60 


7.65 


3.05 


3.05 


8.05 


Constant attendance 














allowance 














- special maximum 


43.00 


44.60 


46.80 


50.00 


50.60 


51.60 


-- special intermediate 


32.25 


33.45 


35.10 


37.50 


37.95 


38.90 


- normal maximum 


21.50 


22.30 


23.40 


25.00 


25.30 


25.80 


- Half and quarter day 


10.75 


11.15 


11.70 


12.50 


12.65 


12.90 


Comforts allowance 














- Higher rate 


9.30 


9.60 


10.10 


10.80 


10.90 


11. lCflfc, 


- Lower rate 


4.65 


4.80 


5.05 


5.40 


5.45 


5.5™ 


Mobility Supplement 


— 


21.15 


22.25 


23.80 


24.05 


24.55 


Allowance for lowered 














standard of occupation 














(maximum) 


21.44 


22.24 


23.36 


25.00 


25.28 


25.80 


Exceptionally severe 














disablement allowance 


21.50 


22.30 


23.40 


25.00 


25.30 


25.80 


Severe disablement 














occupational allowance 


10.75 


11.15 


11.70 


12.50 


12.65 


12.90 


Clothing allowance 














Higher rate (annual) 


72.00 pa 


75.00 pa 


79.00 pa 


85.00 pa 


86.00pa 


88 .OOpa 


Lower rate (annual) 


46.00 pa 


48.00 pa 


50.00 pa 


54.00 pa 


55 .00pa 


56 .00pa 



Note : When war pensions are increased all ranks receive the same increase 

but officers' rates are expressed in pounds per annum. 
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Main Supplementary Benefit Rates 





From 


From 


From 


From 


From 


From 


Description 


22.11.82 


21.11.83 


26.11.84 


25.11.85 


28.7.86 


6.4.87 


; 


£ 


£ 


£ 


£ 


£ 


£ 


Ordinary scale rates: 














Couple 


41.70 


43.50 


45.55 


47.85 


48.40 


49.35 


Single householder 


25.70 


26.80 


28.05 


29.50 


29.80 


30.40 


Non-householder 














- 18 or over 


20.55 


21.45 


22.45 


23.60 


23.85 


24.35 


- 16-17 


15.80 


16.50 


17.30 


18.20 


18.40 


18.75 


Child 11-15 


13.15 


13.70 


14.35 


15.10 


15.30 


15.60 


- under 11 


8.75 


9.15 


9.60 


10.10 


10.20 


10.40 


.hong term scale rates: 














tfouple 


52.30 


54.55 


57.10 


60.00 


60.65 


61.85 


Single householder 


32.70 


34.10 


35.70 


37.50 


37.90 


38.65 


Non-householder 














- 18 or over 


26.15 


27.25 


28.55 


30.00 


30.35 


30.90 


- 16 - 17 


20.05 


20.90 


21.90 


23.00 


23.25 


23.70 


Boarders* personal 














expenses 














Ordinary - couple 


17.00 


17.70 


18.50 


19.40 


19.60 


20.00 


- single 


8.50 


8.85 


9.25 


9.70 


9.80 


10.00 


Long-term - couple 


18.90 


19.70 


20.60 


21.70 


21.90 


22.30 


- single 


9.45 


9.85 


10.30 


10.85 


10.95 


11.15 


Heating additions 














- Lower rate 


1.90 


2.05 


2.10 


2 . 20 


2.20 


2.20 


- Higher rate 

A 


4.65 


5.05 


5.20 


5.45 


5.55 


5.55 


Central heating 












r 


additions 














- Lower rate 


1.90 


2.05 


2.10 


2.20 


2.20 


2.20 


- Higher rate 


3.80 


4.10 


4.20 


4.40 


4.40 


4 . 40 


Estate rate heating 














additions 














- Lower rate 


3.80 


4.10 


4.20 


4.40 


4.40 


4.40 


- Higher rate 


7.60 


8.20 


8.40 


8.80 


8.80 


8.80 


Capital cut-off level 


2,500 


3,000 * 


3,000 * 


3", 000 


3,000 


3,000 


Capital limit for 














single payments 

. 


300 


500 


500 


500 


500 


500 



* Plus the first £1 ,500 surrender value of life assurance policies. 
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APPENDIX 8 



Family Income Supplement 





From 


From 


From 


From 


From 


From 




22-11.82 


21.11.83 


26.11.84* 


25-11-85 


28.7.86 


6-4.87 




£ 


£ 


£ 


£ 


£ 


£ 


Prescribed amount for 
family with one child 


82.50 


85.50 


90.00 








Child under age 11 








97.50 


98.60 


100.70 


age 11-15 








98.50 


99.60 


101.75 


age 16 and 








99.50 


100.60 


102.80 


over 














Increase in prescribed 
amount for each aditional 


9.00 


9.50 


10.00 








j^iild 














Child under age 11 








11.50 


11.65 


11.90 


age 11-15 








12.50 


12.65 


12.95 


age 1 6 and 








13.50 


13.65 


14.00 


over 














Maximum amount payable 
for family with one child 


21.00 


22.00 


23.00 








Child under age 11 








25.00 


25.30 


25.85 


age 11-15 








25.50 


25.80 


26.40 


age 16 and 








26.00 


26.30 


26.90 


over 














Increase in maximum 
amount for each 














additional child 

|MChild under age 11 
W age 11-15 


2.00 


2.00 


2.00 


2.50 


2.55 


2.60 


* 






3.00 


3.05 


3.15 


age 16 and 








3.50 


3.55 


3.65 


over 















* Since November 1984 the amount of PIS in payment is not altered during tbe 
period of the current claim. 



HOUSING BENEFIT GUIDANCE MANUAL [5.87; 
Printed image digitised by the Universityof Southampton Library Digitisation Unit 



APPENDIX 9 



Statutory Sick Pay 



From 


Average weekly earnings 


Weekly rate 
of SSP 
£ 


6.4.83 


£65 or more 


40.25 




£48.50 to £64.99 


33.75 




£32.50 to £48.49 


27.20 




less than £32.50 


NIL 


6.4.84 


£68 or more 


42.25 




£50.50 to £67.99 


35.45 




£34 to £50.49 


28.55 




less than £34 • 


NIL 


6.4.85 


£71 or more 


44.35 




£53 to £70.99 


37.20 




£35.50 to £52.99 


30.00 




less than £35.50 


NIL 


6.4.86 


£74.50 or more 


44.75 




£55.50 to £74.49 


39.20 




£38 to £55.49 


31.60 




less than £38 


NIL 


6.4.87 


£76.50 or more 


47.20 




£39 to £76.49 


32.85 




less than £39 


NIL 
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APPENDIX 11 



Forms Used in Liaison between BHSS Local Offices and 

Authorities 



Form 


Purpose 


A358 


Batch slip issued to LAs with 
forms A359 and A359(1P). 


A359 


Housing Benefit certificate. 


A359(1P) 


Combined certificate and 
cancellation notice. 


A360 


Certificate cancellation notice. 


A363 


Notification from DHSS of details 
of change of circumstances and/or 
EIOR figure in HBS cases. 


A365 


Details of sub-tenants - private 
tenants and owner occupiers. 


A366 


Notification from DHSS of changes 
of circumstances. 


A367 


Private tenants claim form. 


A369 


Notification from DHSS to claimant 
entitled to certificated HB. 


A370 


Request from DHSS for an amount 
for water charges. 


A371 


Acknowledgement from DHSS of 
amount for water charges and 
notification of further action. 


A376 


Notification from DHSS to claimant 
that water charges will be 
excluded from his supplementary 
benefit following a change of 
circumstances. 


A377 


Notification from DHSS to claimant 
that water charges will be 



included in his supplementary 
benefit following a change of 
circumstances . 

Printed image digitised by the University of Southampton Library Digitisation Unit 



Department of Health Batch number 

and Social Security 

To ... Department 

Housing Benefit Certificates 

We enclose 

Q A359 certificates 

P A359(IP) certificates 

□ a list of names and reference numbers on each certificate 

ff you find anything wrong with the certificates, please contact the person named overleaf. 
Otherwise please acknowledge receipt using the back of this form. 

Signature Date / / 

Form A350 
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From: DHSS Contact 

Ext: 


Local Authority to complete 


DHSS stamp 


1 Please tell DHSS how many certificates you 
have received 




A359 A359(1P) 



LA Stamp 


2 Please stamp this form on the left and sign 
and date it before returning to DHSS 





Signature Date ./ / 


Form A358 
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Department of Health 
and Social Security 



□ Student case 

□ Claimant getting standard housing benefit 



Please ask for extension 

if you phone us 

Please tell us this DHSS reference 
number if you get in touch with us 



To 



Local Authority reference (LA use only) 



Certificate of entitlement to Supplementary Benefit for 



Postcode 

who is a Local Authority tenant □ a private tenant □ an owner occupier □ 

This claimant is entitled to qualifying Supplementary Benefit as defined by the 
Housing Benefit regulations. 

□ □ 

Supplementary Benefit has been paid from Supplementary Benefit has been revised from 



Please remember to send part B of this form to the relevant local authority 



Other information 

1 Post office where claimant will be paid 
Water charges - LA to be reimbursed 
Subtenants form issued to claimant 



Please tell us if there is excess income 
from subtenants and how much 



Non dependants details 

Full name and relationship to claimant 



DHSS Notes and authorisation stamp 



> 



Date issued 



Yes □ 

□ 



No □ 



□ 



Date of 
birth 


Student 


YTS 


Supp 

Ben 


/ / 


• □ 


□ 


□ 


/ / 


. □ 


□ 


□ 


/ / 


. □ 


□ 


□ 


/ / 


.. □ 


□ 


□ 


/ / 


.. □ 


□ 


□ 


/• / 


□ 


□ 


□ 



(say which) 



Local Authority notes 

□ DHSS told of excess income 



Date received 



Form A359 Part A 
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Department of Health 
and Social Security 



□ Student case 

□ Claimant getting standard housing benefit 



Please ask for extension 

if you phone us 

Please tell us this DHSS reference 
number if you get in touch with us 



Local Authority reference (LA use only) 
To 



Certificate of entitlement to Supplementary Benefit for 



Postcode 

who is a Local Authority tenant □ a private tenant □ an owner occupier □ 

This claimant is entitled to qualifying Supplementary Benefit as defined by the 
Housing Benefit regulations. 

□ □ 

Supplementary Benefit has been paid from Supplementary Benefit has been revised from 



Other information 



1 Post office where claimant will be paid 

2 Water charges - LA to be reimbursed 

3 Subtenants form issued to claimant 

4 Please tell us if there is excess income 
from subtenants and how much 



Yes □ No □ 

□ 

□ 



5 Non dependants details 

Full name and relationship to claimant 



Date of 
birth 


Student 


YTS 


Supp 

Ben 


/ V 


.. □ 


□ 


□ 


/ / 


□ 


□ 


□ 


/••• / 


.. □ 


□ 


□ 


-/ / 


.. □ 


□ 


□ 


/ / 


•• □ 


□ 


□ 


/ /- 


.. □ 


□ 


□ 



Other benefits 
(say which) 



DHSS Notes and authorisation stamp 



Local Authority notes 

□ DHSS told of excess income 



Date issued Date received 

Form A359 Part B 
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Department of Health 
and Social Security 



□ Student case 

□ Claimant getting standard housing benefit 



Please ask for extension 

if you phone us 

Please tell us this DHSS reference 
number if you get in touch with us 



Local Authority reference (LA use only) 
To 



Certificate of entitlement to Supplementary Benefit for 



Postcode 

who is a Local Authority tenant □ a private tenant □ an owner occupier □ 

This claimant is entitled to qualifying Supplementary Benefit as defined by the 
Housing Benefit regulations. 

Supplementary Benefit has been paid from / / until / / 

□ This is a continuation of qualifying Supplementary Benefit. 

□ This is not a continuation of qualifying Supplementary Benefit. 

Please remember to send part B of this form to the relevant local authority 



Other information 



1 Post office where claimant will be paid 

2 Water charges - LA to be reimbursed 

3 Subtenants form issued to claimant 

4 Please tell us if there is excess income 
from subtenants and how much 

5 Non dependants details 

Full name and relationship to claimant 



Yes □ 


No □ 






□ 








□ 








Date of 






Supp 


birth 


Student 


YTS 


Ben 


/ /• 


.. □ 


□ 


□ 


/ / 


.. □ 


□ 


□ 


/ / 


.. □ 


□ 


□ 


/ / 


.. □ 


□ 


□ 


• / ,7 


.. □ 


□ 


□ 


/ / 


. □ 


a 


□ 



Other benefits 
(say which) 



DHSS Notes and authorisation stamp 



Local Authority notes 

□ DHSS told of excess income 



> 

Date issued 



Date received 



Form A359(IP) Part A Primed in me U.K. for H.M.S.O. Dd8884035 380M 3/85 J/N10303 
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Department of Health 
and Social Security 



□ Student case 

□ Claimant getting standard housing benefit 



Please ask for extension 

if you phone us 

Please tell us this DHSS reference 
number if you get in touch with us 



Local Authority reference (LA use only) 
To 



Certificate of entitlement to Supplementary Benefit for 



Postcode 

who is a Local Authority tenant □ a private tenant □ an owner occupier □ 

This claimant is entitled to qualifying Supplementary Benefit as defined by the 
Housing Benefit regulations. 

Supplementary Benefit has been paid from .../ / until / / 

□ This is a continuation of qualifying Supplementary Benefit. 

□ This is not a continuation of qualifying Supplementary Benefit. 



Other information 



1 Post office where claimant will be paid 

2 Water charges - LA to be reimbursed 

3 Subtenants form issued to claimant 

4 Please tell us if there is excess income 
from subtenants and how much 



Yes □ No □ 
□ 

□ 



5 Non dependants details 

Full name and relationship to claimant 



DHSS Notes and authorisation stamp 



Date of 
birth 


Student 


YTS 


Supp 

Ben 


/ / 


.. □ 


□ 


□ 


/ / 


.. □ 


□ 


□ 


■■■■■/ / 


.. □ 


□ 


□ 


/ / 


.. □ 


□ 


□ 


/ / 


.. □ 


□ 


□ 


/ / 


.. □ 


□ 


□ 


Local Authority notes 

□ DHSS told of excess income 



Other benefits 
(say which) 



Date issued Date received 

Form A359(P) Part B "" “ 
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Department of Health 
and Social Security 



LJ Student case 

□ Claimant getting standard housing benefit 



Please ask for extension 

if you phone us 

Please tell us this DHSS reference 
number if you get in touch with us 



Local Authority reference (LA use only) 

To 

Cancellation of certificate of entitlement (A359) for 



Postcode 

who is a Local Authority tenant □ a private tenant □ an owner occupier □ 
Qualifying Supplementary Benefit as defined by the Housing Benefit Regulations was paid until 
/ ./ but must be cancelled because the claimant 

□ has died 

□ has stopped signing on 

□ has moved outside the Local Authority area to 



Postcode 

□ has moved outside this DHSS area to 



Postcode 

□ other reasons 



Please review their entitlement to Housing Benefit and cancel form A359. 

To show you received this form please send part B below to DHSS. 

□ There has been an overpayment of Supplementary Benefit so we will send you an 
overpayment letter. 

Date issued P art A 



Local Authority to complete 

Please tick below if you send copies to 

□ the Housing Authority 

□ the Rating Authority 

Signature 

Date / /..... 

I 

LO address LA address 

Form A360 

Printed image digitised by the University of Southampton Library Digitisation Unit 



A360 issued on / / 



Postcode 

DHSS reference 



Department of Health 
and Social Security 



□ Student ease 

□ Claimant getting standard housing benefit 



Please ask for extension 

if you phone us 

Please tell us this DHSS reference 
number if you get in touch with us 



Local Authority reference (LA use only) 

To 



Cancellation of certificate of entitlement (A359) for 



......Postcode 

who is a Local Authority tenant □ a private tenant □ an owner occupier □ 
Qualifying Supplementary Benefit as defined by the Housing Benefit Regulations was paid until 
/ I but must be cancelled because the claimant 

□ has died 

□ has stopped signing on 

□ has moved outside the Local Authority area to 

Postcode 

□ has moved outside this DHSS area to 



Postcode 

□ other reasons 



Please review their entitlement to Housing Benefit and cancel form A359. 

□ There has been an overpayment of Supplementary Benefit so we will send you an 
overpayment letter. 

Date issued Part C 



DHSS copy 

A360 issued on / / 



DHSS reference 



Postcode 



Local Authority to complete 

Please tick below if you send copies to 

□ the Housing Authority 

□ the Rating Authority 

Signature 

Date / / 



LO address LA address 

Form A360 Part D 

PRINTED IN THE UK FOR HMSO. Dd. 8821831. 3.800M. 3/85. 48891. 
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Department of Health 
and Social Security 



Date 



Please ask for extension 

if you phone us 

Please tell us this DHSS reference 
number if you get in touch with us 



Ldcal Authority reference (LA use only) 
To 

About Housing Benefit Supplement for 



Postcode 

who is a Local Authority tenant □ a private tenant □ an owner occupier □ 
Please work out or revise their entitlement to Housing Benefit Supplement 

Fresh entitlement 

□ They made a claim for Supplementary Benefit on / / 

but they are not entitled to it. 

Their excess income figure is £ p from / / 

□ They are no longer entitled to certificated Housing Benefit. 

Their excess income figure is £... ....p from / / 



Revised entitlement 

We have been told about changes which might affect their entitlement to Housing Benefit 
Supplement 

□ Details are given in the enclosed papers. 

| □ Details of the change 

□ They have moved from the above address. Their new address from / / 

is 



□ They cannot get Housing Benefit Supplement from / / 

because 



We have reviewed this person’s excess income figure 

□ Because of 

their excess income figure will be 
^ £ p from / / 

Please turn over 

Form A3 63 
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About Housing Benefit Supplement (continued) 



□ Your letter of / / asked us to look at their excess income figure. 

The figure has not changed. 

□ Your letter of / / asked us to look at their excess income figure. 

The figure changed to £ p from / / 

because 

Other reasons 



Form A363 
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Department of Health 
and Social Security 



Date 



Please ask for extension 
if you phone us 

DHSS reference number 



To Department 

Change of circumstances for 



Postcode 

who is 

a Local Authority tenant □ a private tenant □ an owner occupier □ 

We have been told about changes which might affect this person’s 
Housing Benefit 



□ 

details are given in 
the enclosed papers 



□ 

this person moved 
from the above 
address. 

The new address is 
given below with 
the date of the 
change 



□ 

details of the 
change are given 
below 



Form A366 



Printed image digitised by the University of Southampton Library Digitisation Unit 



Department of Health 
and Social Security 



Date 



Piease ask for extension 
if you phone us 

DHSS reference number 
Local Authority reference 



To 



About water charges for 



Postcode 

who is 

a Local Authority tenant □ a private tenant □ 

Their rent does not include a set amount for water charges. Please 
consider a figure for water charges and tell us on Part B of this 
form. 

□ We have sent them a private tenants claim form (A367). 

□ We enclose a form A360 to cancel Housing Benefit. When we get 
your reply we will write to you again. Do not send them a 
Housing Benefit claim form now. 



Local Authority decision 

We consider that p is the amount for water charges 



Signature Date 

Form A370 Part A 
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Department o! Health 
and Social Security 



Date 



Please ask for extension, 
if you phone us 

DHSS reference number 



Local Authority reference 
To 



About water charges for 



Postcode 

who is 

a Local Authority tenant □ a private tenant □ 

Their rent does not include a set amount for water charges. Please 
consider a figure for water charges and tell us on Part B of this 
form. 

□ We have sent them a private tenants claim form (A367). 

□ We enclose a form A360 to cancel Housing Benefit. When we get 
your reply we will write to you again. Do not send them a 
Housing Benefit claim form now. 



Local Authority decision 

We consider that £ p is the amount for water charges 



Signature. Date 

Form A370 Part B 
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Department of Health 
and Social Security 



Date 



Please ask for extension.,,, 
if you phone us 

DHSS reference number 

Local Authority reference 

To 

About water charges for 



Postcode 

who is 

a Local Authority tenant □ a private tenant □ 

Thank you for returning form A370. 

□ We enclose a new certificate of entitlement (A359). 

□ Please send the claimant a Housing Benefit claim form. 

□ We have sent the claimant a standard Housing Benefit claim 
form. 

□ We enclose a form A363 about Housing Benefit Supplement. 



Form A371 
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Department of Health 
and Social Security 



If you get in touch with us 
tell us this reference number 



Please ask for extension 
if you phone us 

Date 



Your water charges - 
a change in how they are paid 

Thank you for telling us about a change in your situation. 

How this will affect you 

From / / you will get an allowance for water 

charges in the help that the Council gives you with rent or rates. 

The Council will write to tell you about how much extra help you 
will get and when it will start. 

How this will affect your Supplementary Benefit 

Your Supplementary Benefit will not make an allowance for water 

charges anymore. But overall you will not be any worse off. 

If you want to know more about how this affects your Supplementary 
Benefit, please get in touch with us. Our phone number and address 
are at the top of this letter. 



Signature 

Form A376 
Env EW18 
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Department of Health 
and Social Security 



If you get in touch with us 
tell us this reference number 



Please ask for extension 
if you phone us 

Date 



Your water charges - 
a change in how they are paid 

Thank you for telling us about a change in your situation. 

This change means that the DHSS and not the Council will now help 
you with water charges. 

How this will affect you 

From / your Supplementary Benefit will go up by 

£ p 

We have ticked the box that tells you how the change will affect you 

□ You will have to start paying your water charges to the Council 

LJ You will have to start paying your water charges to your 
landlord 

□ You will have to carry on paying your water charges to your 
landlord 

If you want to know more about how this affects the help that the 
Council give you, please get in touch with them. 

They are in the phone book under 



Signature 

Form A377 
Env EW18 



Printed image digitised by the University of Southampton Library Digitisation Unit 



APPENDIX 12 
DLSB/AX29A 



LETTER TO BE SENT TO LA MIERE CERTIFICATE CANCELLED AND AN OVERPAYMENT 
OF SUPPLEMENTARY BENEFIT HAS BEEN DETERMINED 



To: Housing Benefits Office (LA) 

Claimants Name: 



*LA tenant /Private Tenant/ 
Owner Occupier 



Claimants Address: CP No: 

(During benefit period) 

LA Ref No : 
(if known) 



On (a) you were sent a notification of a cancellation of Certificate in 

respect of the above named. It stated that qualifying supplementary benefit 
was not payable from (b) .It has now been determined that qualifying 

benefit should have ceased on (c) and that there has been an overpayment 

of supplementary benefit. Please supply the information requested below to 
eenable any HB overpayment to be dealt with by this office and return the whole 
letter intact . If a claim form for standard HB was issued when certificated HB 
ended, do not reply to this letter until one month after the form was issued. 
This will enable an adjusted HB overpayment to be quoted in most cases. 

Signed For LO Date 





PERIOD 

FROM TO 


AMOUNT 


WATER CHARGE 
(Please indicate 
if estimated) 


TOTAL 


Certificated HB 
(excluding any LA 
official error) 










■ 


Deduct Standard HB 
(if any) 












Deduct amount recov£f^ 












Net overpayment 


/ 











Please state the date the claimant told the authority that his supplementary 
benefit had ended .../.../... + NO CLAIMANT NOTIFICATION RECEIVED 

+ No details are supplied because the claimants benefit was paid direct to his 
landlord and recovery will be considered by this authority. 

Signed for LA Date 

+ LA delete if not appropriate * LO delete as appropriate 

Note for LO:- Type letter 2+1 and send top 2 copies to LA 
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APPEMBIX 13 



Letter to be Issued where a non-dependant Is or way be receiving a 
specified benefit for the purpose of the modified 
deduction (see Chapter 9, paragraphs 9.30 to 9.39) 

Dear Sir /Mad am 

I am writing to ask for additional information I need, to work out how much 
Housing Benefit you are entitled to. 

You have said there is someone living with you, as a non-dependant, who is not 
wo rking . 

Under the Housing Benefits Regulations, I am required to deduct one of two 
amounts from your benefit to take account of your non-dependant’s contribution 
to the housing costs. I can deduct the lower amount if your non-dependant : - 

is getting Unemployment Benefit, Sickness Benefit, Maternity Allowance 
or Child Benefit; and 

has no other income; and 

has been getting Unemployment Benefit, Sickness Benefit, Maternity 
Allowance or Statutory Sick Pay continuously for 8 weeks. 

Please ask your non-dependant to complete the form below and return it to me as 
soon as possible. If it is not returned within 6 weeks you may lose benefit. 

If your non-dependant has been getting one of the benefits for less than 8 weeks 
and has no other income, please let me know when the 8 weeks are up. 

Yours faithfully 



Name (Block capitals) 
Address 



1. Since [date of claim - to be completed by LA before issue] have you been 
receiving any of the following? If so, tick the box or boxes to show which 



unemployment benefit 



maternity allowance 
sickness benefit 



- child benefit 



2. Have you any other income or interest from savings? 



Yes 

No 



Tick one box 
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3* Between [56 days before date of claim - to be completed by LA before issue 1 
and [date of claim - to be completed by LA before issue] have you been getting 
any of the following continuously: 

- unemployment benefit 



sickness benefit 

maternity allowance 

statutory sick pay (SSP) 
from an employer 

Yes 



Tick one box but read the notes below first 



Mo 



I declare that the answers I have given above are true. 



Signed . Date 

lotes on question 3 

You can still answer yes if 

. you changed from one benefit to another (eg from SSP to sickness 
benefit); 

. you had other income, apart from the listed items; 

. the only days for which you did not receive benefit were: 

~ Sundays (or another day in the week which is treated as Sunday for 
unemployment benefit). 

- the 3 waiting days at the. start of benefit or SSP. 

“ days on which you were sick and could not work but you did not get 

SSP for them because they were not your normal working days. 
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Standard Notification to Claimants of Award of Housing Benefit Supplement 

(see Chapter 12 paragraph 12.65) 

Housing Benefit Supplenet - extra help with rent and rates 

As well as Housing Benefit you are entitled, to Housing Benefit Supplement., 

This means you will get more help with your rent and/or rates. 

So from you will get an extra £ ........ p a week towards your 

rent and/or rates. 

You will get your Housing Benefit Supplement in the same way as your ordinary 
Housing Benefit. 

What is Housing Benefit Supplement? 

Housing Benefit Supplent is a special payment of Supplementary Benefit for 
rent and rates. It is for people who cannot get Supplementary Benefit for 
their other living expenses because their income is too high. 

It makes sure that you are not worse off after you pay your rent and rates 
than other people who get help with living expenses. 

Other help you get with Housing Benefit Supplement 

Because Housing Benefit Supplement counts as Supplementary Benefit, you are 
entitled to help with the following 

* Free school meals for your children 

Ask your education authority or the school about this. 

* Free dental treatment and glasses 

Ask for leaflet Dll about dental treatment or Gil about glasses. 

* Fre^ milk and vitamins if you have children under 5 
Ask for leaflet MV11. 

* Free milk and vitamins for a women who is pregnant or has just had a baby 
Ask for leaflet Hll. 

* Help with fares to hospital 
Ask for leaflet Hll. 

* Free prescriptions 

If you need them regularly, you can get a certificate that says you are 
entitled to free prescriptions. All you have to do is show the certificate 
to the chemist when you get your prescription. 

If you are a Retirement Pensioner, there is a certificate in your order 
book. Otherwise, ask your Social Security office to send you a certificate 
- tell them you are getting Housing Benefit Supplement. 

Ask for leaflet Pll. 
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* Money for expenses yon do not expect regularly. 

Your Social Security office may be able to help with things like money to 
by or replace essential furniture or bedclothes, or expenses for moving 
homes. Ask for leaflet SB 16. 

You can get the leaflets about these things from any Social Security office. 
You can also get some of them at the Post Office, the library or your 
doctor’s surgery or clinic. 

You can also make free phone calls for general advice about these things or 
anything else to do with social security. 

Just dial 100 and ask the operator for Freefone DHSS. 

Eelp and advice 

An advice centre like the Citizens Advice Bureau or local law centre can give 
you free advice about your benefit claims. 

You can find a list of their addresses in the phone book at the front of the 
yellow pages or at the library. It will help them if you take this letter 
with you. 

If you disagree with how much Housing Benefit Supplement you get 

You can tell your Social Security office that you want to appeal to an 
independent tribunal. 

This means that 3 people who are not from Social Security will check your 
Supplementary Benefit claim and your Housing Benefit Supplement. 

It will help them if your letter says exactly why you think your Housing 
Benefit Supplement is wrong. But you should write to the Social Security 
office about this within 28 days from getting this letter. 

You must tell us about any changes 

The Council worked out your Housing Benefit Supplement, so you must tell the 
Council if anything happens to change 

* the details you gave on your Housing Benefit claim form 
or 

* the details you gave on your Supplementary Benefit claim form 

How to find out more 

* About Housing Benefit Supplement or Supplementary Benefit 
As you Social Security office. 

* About Housing Benefit 
Ask your local Council. 
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Letter Inviting a Claim for Supplementary Benefit to be Issued in Standard 
Cases where a Potential Entitlement has been Identified (see Chapter 12, 

paragraph 12.90) 



Dear M 

Your notification of rent and rate rebate/allowance is enclosed. 

From what you have told me I think you may be entitled to supplementary 
benefit. Please see the general information on the back of this letter. You 
can claim by filling in the form below and returning it to your local social 
security office. They will then get in touch with you. 

Even if you have too much money to get a supplementary pension you may still 
be able to get some extra help with your rent and rates on top of your 
rebate /allowance - this is called housing benefit supplement. You do not 
need to make a special claim to get this. If the social security office find 
you cannot get a supplementary pension they will let me know and I will work 
out whether you can get housing benefit supplement instead. 

I hope you decide to claim a supplementary pension hut if you do not you will 
still receive your rebate or allowance. 



To: The Manager of the local Social Security office 

Please tick the box in Part A then fill In Part B 
Part A 

I want to claim Supplementary Pension 
Part B 

Name (Mr, Mrs, Miss) 

Address 



Telephone Number 

Signature 

Note: You can get the address of the local Social Security office at the 

post office. 
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SUPPLEMENTARY PENSIONS 

1 . Gan I get Supplementary Pension ? 

Yes: If your pension and other income is not enough for your needs. 

No: If you or your wife between you have more than £3,000 capital (but the 

first £1,500 surrender value of life insurance policies will be 
ignored) . 

2 . How your Supplementary Pension is worked out 

Supplementary pension is the difference between how much you need each week 
and how much you already have coming in. 



3 . How your needs will be worked out 

Just take whichever of the following applies to you: 

Married couple £60,65 

Person living alone or 
a householder £37.90 

You will get money for mortgage interest payments and water rates. 

You may get extra money for things like special diets, laundry or extra 
heating, for example if you are over 65 you may get £2.20 a week for 
additional heating. You will also get more if you (or your wife) are blind. 

4. What about my income ? 

All the income you get now is added up. Some of it may be ignored. 

5. What happens if I claim? 

You will be asked for information about your circumstances like how much 
money you have coming in each week. 

This information will be kept private. 

6. How will my supplementary pension be paid ? 

Your supplementary pension will usually be paid on the same order book as 
your retirement pension. 
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Model leaflet to be Issued in student eases explaining the rules 
regarding eligibility of overseas students (see chapter 19, 
paragraph 19*76) 

HOUSING BENEFIT - NOTES FOR STUDENTS FROM OVERSEAS 

1. Your entitlement to housing benefit may be affected if: 

(a) your nationality is not British; or 

(b) your nationality is British but you do not have 
British Citizenship - that is you are a British Dependent 
Territories citizen, a British Overseas citizen or 
otherwise a British subject without British citizenship. 

If (a) or (b) applies to you, you should read carefully the 
following paragraphs. 

2. Is there a time limit on your stay in the United Kingdom? 

The stamp in your passport will show whether there is a time 
limit on your stay here. If there is not a time limit there is 
nothing to prevent you claiming housing benefit. If there is a 
time limit, the Immigration Authorities may have attached other 
conditions to your stay which could affect your right to housing 
benefit. 

3. Are you expected to be able to support yourself without 
recourse to public funds? 



If you are here as a student, one of the requirements for you to 
be granted leave to enter or remain in the United Kingdom is that 
you can support yourself and pay your accommodation costs without 
recourse to the public funds of this country. This requirement 
also applies to most other people whose stay is subject to a time 
limit, though not to someone who has been admitted temporarily as 
a refugee or as the husband of a British citizen or who has been 
granted political asylum. 

If you are not certain whether this requirement applies to you, 
you should look at the Immigration Rules, which are available 
from Her Majesty’s Stationery Office, or check with the 
Immigration Authorities. 

4. How does this affect your right to housing benefit? 

(a) If the requirement does not apply to you, you are 
fully entitled to claim housing benefit. 

(b) If you have been granted leave to enter or remain in 
the United Kingdom on the basis that you can maintain and 
accommodate yourself without recourse to public funds: 

the Housing Benefits Regulations state that you cannot 

get housing benefit, unless you come from a European 
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Community (EC) Country or one of the countries to which the 
European Convention on Social and Medical Assistance 19853 
applies*. If you come from an EC or a Convention country, 
the Housing Benefits Regulations allow you to claim housing 
benefit but, if you do claim it, it could affect your right 
to stay here. 

5 . What the Council needs to know . 

If you claim housing benefit, the Council will need to check that 
you are entitled to do so. That is why the housing benefit claim 
form asks questions about your nationality and whether you are 
allowed to remain in the United Kingdom permanently. If there is 
a time limit on your stay here and you are not from one of the 
EC or Convention countries, you must also tell the Council on 
what basis you were admitted to, or allowed to remain in, the 
United Kingdom - IF YOU DO NOT PROVIDE THIS INFORMATION IT WILL 
BE ASSUMED YOU ARE HERE AS A STUDENT. You may be required to 
provide evidence in support of any information you give. If this 
is necessary the Council will write to you. 

PLEASE NOTE 

The information you give will be treated as confidential and not 
used for any purpose other than in connection with your claim for 
housing benefit. 



*The Countries which are members of the EC or have signed the 
Convention (apart from the UK and Eire) are - Belgium, Denmark, 
Federal Republic of Germany, France, Greece, Iceland, Italy, 
Luxembourg, Malta, Netherlands, Norway, Portugal, Sweden and 
Turkey . 
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Letter to be sent to ask an overseas student to provide 
verification of his immigration status (see chapter 19 
paragraph 19.82 and 19.84) 

In connection with your claim for housing benefit I have to 
check 

(a) [that there is no time limit on your stay in the United 
Kingdom. Your passport should show that you have the right 
of abode in the United Kingdom or that you have leave to 
stay here indefinitely]. 

OR (b) [that you have not been granted leave to enter or 
remain in the United Kingdom on the basis that you can 
maintain and accommodate yourself without recourse to public 
funds. Your passport, or some other document provided by 
the Immigration authorities, may confirm this for example 
by showing that there is no restriction on your taking 
employment in this country]. 

If this is the case, you can help me to deal with your claim 
by bringing your passport and any other relevant documents 
to this office so that I can confirm the position. 

If your passport, or some other document, does not contain 
this information I must ask you to obtain a letter from the 
Immigration authorities confirming your status in this 
country and whether, when you were granted leave to stay 
here, you were required to be able to support yourself and 
pay your accommodation costs without recourse to public 
funds. 



Note 

(a) applies to checks carried out under paragraph 19.82. 

(b) applies to checks carried out under paragraph 19.84. 
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DLHB/1 

FORM FOR LA TO NOTIFY SINGLE OVERPAYMENT TO LOCAL OFFICES 



To: The Manager DHSS (Any town) 

CLAIMANT'S NAME: 

Claimant's Address: 

(during benefit period) 



CP NO: LA Ref NO: 

A single overpayment of housing benefit has occurred in respect of the above 
named person. I am referring the overpayment to you so that the appropriate 
action can continue. The amount of housing benefit (net of official errors), 
and amounts of standard housing benefit awarded, are as follows 





PERIOD 

FROM TO 


AMOUNT 


WATER CHARGE 
(Please indicate 
if estimated) 


TOTAL 


Certificated HB 
(excluding any LA 
official error) 












Deduct Standard HB 
(if any) 












Deduct amount recovered 












Net overpayment 













* Water charge is estimated 



* This is a category 3 single overpayment of more than 4 weeks 

* We have not been successful in recovering this single overpayment 

because 

and it is a *category 3 single overpayment of 4 weeks or less 

*category 2 single overpayment (specify the reason) 

* Further information for DHSS, if appropriate, 

eg forwarding address, death of claimant, action taken to recover ......... 



Signed — “ “ ~ — — Housing Benefit Officer 

* Delete if not appropriate 
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DLHB/2 



LETTER FOR LA TO NOTIFY DHSS OF OVERPAYMENT OF HOUSING BENEFIT SUPPLI 



To Manager DHSS (Any town) 

Claimant's name: 

Claimant's address: 

Claimant's casepaper no: LA ref no: 



An overpayment of housing benefit supplement in respect of the above named 
has occurred. I am therefore referring the overpayment to you so that the 



appropriate action 


can be 


taken. 


The amounts 


From 


To 




Amount 








£ 








£ 








£...... 



The reason for the overpayment 



Signed Housing Benefit Officer Date 
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12.86 



Printed image digitised by the University of Southampton Library Digitisation Unit 



22.18 



J! Income 
” disregards 

items to be treated as 
over benefit period 
For types of income see 
individual entries 



Ch 7 

7.60 - 7.62 
7.02 - 7.42 
7.50 - 7.55 



Industrial disablement 
pension 7.52, 7.75 

App 5 

Industrial widow* s pension 7.62 App 5 



- request for duplicate 
combined certificate 
and cancellation notice 22.21 - 22.22 

delay in housing benefit 
causing hardship 22.35 - 22.36 

See also Direct payments from 
supplementary benefit for 
rent arrears and amenity 
charges 

direct telephone lines 22.10 - 22.11 

See also Exchange of infor- 
mation with DHSS 










on fraud action 


25.31 


- 25.33 


Ineligible persons 


2.40 - 2.58 


guidance on housing 










benefits scheme 


22.40 




Interest on savings 


7.20 


Liaison officers 


22.06 








on partial heating systems 


4.55 




Interim payments 




points of contact 


22.05 


- 22.11 


of housing benefit supplement 


12.40 


querying issue of 






of rent allowance 11.51, 14.21 - 14.23 


certificate 


2.86, 


22.30 






querying other information 


22.31 




Invalidity benefit 




stationery for DHSS use 


22.45 




non-dependant claiming 


9.34 


training 


22.13 




weekly rates 


App 4 


Licences, payments in 






Irregular occupants of 




respect of 


3.05 




government property 


20.03 


Loans , treatment of 


7.41 




Joint householders on 










supplementary benefit 


2.85 


Local discretion 


Ch 17 








scope for 


17.02 


- 17.04 


Joint occupiers 




See Local schemes 






eligibility 


2.36 


See Regulation 25 






eligible rates 


6.26 


(individual discretion) 






eligible rent 


3.45 








formerly non-dependants 2.55 


- 2.58, 9.06 


Local schemes 


17.10 


- 17.21 


students 


19.34 


permitted totals 


17.20 


- 17.21 






power to make 


17.10 


- 17.12 


Land 




restrictions on 


17.13 


- 17.14 


eligible rates 


6.10 - 6.13 


subsidy 


26.08 




eligible rent 


3.25 - 3.27 


Long leaseholders 


2.43 




Landlord 

claimant resides with 


2.67 


Maintenance payments 






direct payment to 


14.50 - 14.51 


made by claimant 


7.65 




disclosure of information to 


23.30 - 23.33 


received by claimant 


7.25 








received by dependent child 


7.25 




Liability to pay rent/rates 


2.10 








paying as if liable 


2.15 - 2.16 


Married couple, definition 










of 


8.11 




Liaison with DHSS offices 
cancellation notices, 


Ch 22 


See Couples 






acknowledging receipt of 


22.20 


Maternity benefits 


7.11 




certificates 




non-dependant claiming 






- issue of 


22.15 


maternity allowance 


9.30 


- 9.37 


- receipt and acknowledge- 




weekly rate of maternity 






ment 


22.17 


allowance 


App 4 
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Maximum benefit 




Occupying the dwelling 


2.20 - 


2.29 


certificated cases 


11.50 


absence 


2.24 - 


2.28 ' 


standard cases 


11.20, 17.07 


dwelling acquired for future 










occupation 


2.29 




Mesne profits 


3.05, 3.72 


not occupied in certificated 










cases 


2.87 




Minimum payment 




14 day qualifying period 


2.22 - 


2.23 


certificated cases 


11.50 


See also Retaining fees 






housing benefit supplement 










cases 


12.35 - 12.36 


One-off payments, treatment 






standard cases 


11.20 - 11.21 


of 


7.40 




Mobile homes 


2.03, 3.05 


Optional fuel charges 


4.21 




Mobility allowance 


7.61 


Overdrafts 


7.41 




weekly rate 


App 4 












Overlapping benefit for 






Modified non-dependant 




two homes 


2.30 - 


2.31 


deductions 


9.30 - 9.39 


certificated cases 






conditions for 


9.31 


- deduction for amenities 


4.50 




Department of Employment 


9.39 


- procedure 


16.75 




determination not 




students 


19.63 




delayed for 


13.15 








implementation of 


9.36 


Overpayments 


Ch 21 




specified benefits 


9.32 - 9.34 


certificated cases 






statement 


9.35, App 13 


- accounting arrangements 


21.90 


- 21.93 


- not returned 


9.37 


- calculation 


21.50 


- 21.56 






- causes of overpayments 


21.30 


- 21.36 


Mooring charges 


3.05 


- classification 


21.40 


- 21.41 






- death of claimant 


21.86 


- 21.88 


National savings 




- recovery 


21.45 


- 21.47 


certificates 


7.21, 7.61 


- double overpayments 


21.60 


- 21.63 






- single overpayments 


21.65 


- 21.75 


Needs allowances 


Ch 8 


- referral to DHSS 


21.78 


- 21.80 


calculation of 


8.02 


- water charges 


21.83 


- 21.84 


current rates 


Ch 8 Annex 


definition 


21.02 




previous year 


App 1 


housing benefit supplement 






uprating 


8.03 


cases 


21.15 


- 21.18 






standard cases 






Non-dependant s 




- accounting arrangements 


21.11 




See also Deductions for 




- recovery 


21.10 




non-dependants 




subsidy 


26.41 


- 26.44 


definition 


9.02 








income from 


7.61 


Overseas students 


19.70 


- 19.95 


joint occupiers formerly 




claim forms 


19.77 




non-dependants 2.55 


- 2.58, 9.06 


eligible 


19.71 








identification 


19.75 


- 19.89 


Non-householder on 


2.42, 2.50 - 


ineligible 


19.72 




supplementary benefit 


2.51 


partners of 


19.95 








publicity 


19.76 




Notifications to claimants 










housing benefit 


13.20 - 13.45 


Parental contributions 






- not payable 


13.21 


made by claimants 






- payable 


13.22 - 13.29 


- assessed 


7.76 








- voluntary 


7.77 




Occupational pensions 


7.16 


student f s income from 


19.41 





i 



i 
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Sk Partial heating 




See also Exchange of 






w deductions for in certificated i 


information with DHSS 






cases 


4.35 - 4.36 


giving information 






estate heating systems 


4.40 - 4.44 


- to claimants 


23.15 - 


23.17 


liaison with DHSS over 


4.55 


to landlords 


23.30 - 


23.33 






- to persons acting for 






Partner, definition of 


8.14 


claimants 


23.20 - 


23.21 






within the authority 


23.10 




Part weeks, certificates 










for 


11.52 


Publicity 


Ch 24 








dissemination 


24.12 - 


24.13 


Payment of housing benefit 


Ch 14 


housing benefit supplement 


24.15 - 


24.16 


certificated cases, special 




locally produced material 


24.10 - 


24.11 


arrangements in 


14.20 - 14.24 


material produced by DHSS 


24.30 - 


24.35 


manner and frequency of 


14.02 - 14.26 


statutory requirements 


24.05 - 


24.08 


rate rebates in rent 




subsidy 


24.20 




allowance cases 


14.06 








rebate cases 


14.04 - 14.05 


Rate rebates 






rent allowance cases 


14.10 - 14.13 


eligibility for 


2.03 




rent-free weeks 


14.03 


See also Eligibility 






to third parties 


14.50 - 14.60 


payment of 


14.02 - 


14.06 


- appointees 


14.55 


- in rent allowance cases 


14.06 




estate of deceased 










claimant 


14.60 


Rate relief 






landlords 


14.50 - 14.52 


for charities 


6.36 




withholding payment 


14.40 - 14.43 


for disabled persons 


6.35 








- subsidy on 


26.29 




Payments in respect of 










or in consequence of 




Rates 






use and occupation 


3.05, 3.73 


changes in 










- certificated cases 


16.42 




Pensionable age 




- housing benefit supple- 






addition to needs 




ment cases 


12.76 




allowance 


Ch 8 Annex 


- standard cases 


16.23 




definition 


8.18 


eligible rates 


Ch 6 








- business premises 


6.20 - 


6.21 


Pensions, occupational 


7.16 


- defined 


6.02 








- garages 


6.10 - 


6.11 


» Permitted totals (for 




- joint occupiers 


6.26 




local schemes) 


17.20 - 17.21 


- land 


6.10 - 


6.13 






- more than one rateable 






Postgraduate students 


19.52 


value 


6.25 








- partly residential 






Principal earner provision 


11.22 - 11.23 


accommodation 


6.21 




notification 


13.23 


- restriction of 


6.40 - 


6.46 






- weekly amount 


6.50 




Protection of personal 




identification of 


6.05 




information 


Ch 23 


not paid direct to rating 






avoiding giving information 




authority 


6.04 




by accident 


23.37 


of tenant/ sub-tenant. 






confidentiality, general 




deduction for 


9.60 - 


9.61 


rule of 


23.02 


payments which are not 






exceptions 


23.05 


rates 


6.03 




- councillors 


23.11 








enquiries in connection with 




Rate Support Grant 


26.65 


- 26.71 


claims 


23.25 








establishing an enquirer's 




Recovery of overpayments 






9 identity 


23.36 


1 See Overpayments 
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Recovery of supplementary 
benefit single payments 
for rent in advance 


3.46 


Registered rents 


3.70 


Regulation 25 


17.07, 26.08 


Regulations, changes in 
certificated cases 


16.43 


standard cases 


16.24 


Relevant students 


9.11 


Renewal claims 


13.56 


Rent 

changes in housing authority 
rents 

certificated cases 


16.42 


standard cases 


16.23 


changes in housing benefit 
supplement cases 


12.76 


eligible rent 


Ch 3 


- business premises 


3.30 - 3.32 


- defined 


3.02 


- garages 


3.25 


- joint occupiers 


3.45 


- land 


3.25 - 3.27 


- restriction of 


3.50 - 3.65 


- students 


19.20 - 19.38 


- weekly amount 


3.90 


ineligible amounts 


3.10 - 3.11 


of tenant /sub-tenant, 
deduction for 


9.64 - 9.67 


payments which are rent 


3.05 


unreasonably high 


3.51 


Rental income 


7.30 - 7.31 


from tenant /sub-tenant 


9.70 - 9.71 


Rent allowances 
eligibility for 


2.05 


See also Eligibility 
frequently of payment 


14.10 - 14.13 


interim payments in 
certificated cases 11.51 


, 14.21-24.23 


method of payment 


14.02 


preventing payment 
irregularities 


25.54 


Rental purchase agreements 


3.05, 3.76 


Rent-free weeks 

and calculation of 
- entitlement 


11.60 


- weekly eligible rates 


6.50 


- weekly eligible rent 


3.90 



effect on start and finish 
of entitlement 
housing benefit supplement 
cases 
subsidy 



Rent rebates 
eligibility for 
See also Eligibility 
payment of 



Representations, right 
to make 



Retaining fees 



Review boards 
appointment of 
composition of 
determinations 
~ implementation 
- notification to claimant 
procedure 
request for 
statistics 



Review of certificated 
cases 



Reviews, officer level 



Revision of determin- 
ations 



Savings , interest on 



School leavers 
start of non-dependant 
deductions for 



Service charges 
eligible charges 
excessive charges 
ineligible charges 



Severe disablement 
allowance 

non-dependant claiming 
weekly rates 

Shared ownership 
schemes 



Sickness benefit 
non-dependant claiming 
weekly rates 



Single person 
definition 

needs allowance 



13.87-13.88 



12.51 

26.10 



2.04 



14.02 - 14.05 



13.45, 15.02 



3.77 



15.10 

15.15 

15.15 
15.30 
15.32 
15.32 
15.20 
15.10 

27.15 



- 15.33 



15.16 
15.31 | 



- 15.33 



15.22 

15.11 

27.17 



16.80 - 16.82 



15.02 - 15.03 



13.90 - 13.92 



7.20 



9.11 



i 



3.15 

3.15 

3.17 

3.20 



3.22 

3.16 



- 3.22 



9.11 
App 4 



2.45, 3.74 



9.30 - 9.37 
App 4 



8.10 i 

Ch 8 Annex, App 1 
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Site rents 


3.05 




university /college accom- 






rates included in 


2.03 




modation 


19.06 










vacations 






Small variations in 






assessment in 


19.62 




entitlement 






- claim for term-time 






certificated cases 


16.44 




accommodation during 


2.51, 


19.09 


standard cases 


16.25 - 


16.26 














Subsidy 


Ch 26 




Special hardship 






administration costs 


26.50 


- 26.55 


allowance 


7.75 




benefit costs 


26.05 


- 26.29 


weekly rate 


App 5 




- certificated cases 


26.07 










- differential rent schemes 


26.14 


- 26.15 


State benefits, income 






- disabled persons rate 






from 


7.10 




relief 


26.29 










- high rent schemes 


26.09 




Statistics 


Ch 27 




- housing benefit 






certificated and housing 






supplement 


26.28 




benefit supplement cases 


27.05 - 


27.08 


- local schemes 


26.08 




reviews 


27.15 - 


27. 17 


- regulation 25 payments 


26.08 




(Standard cases 


27.10 - 


27.12 


- rent-free weeks and 












credits 


26.10 


- 26.13 


Statutory sick pay 






- standard cases 


26.06 




non-dependant receiving 


9.32 




- water charges 


26.25 


- 26.27 


weekly rates 


App 9 




overpaid benefit 


26.41 


- 26.44 








- certificated 


26.42 


- 26.43 


Students 


Ch 19 




- housing benefit supplement 


26.44 




administration of standard 






- standard 


26.41 




claims 


19.60 - 


19.63 


- water charges 


26.44 




assessment of income 


19.40 - 


19.56 


payment of subsidy 


26.60 


- 26.61 


couples 


19.55 - 


19.56 


Rate Support Grant 


26.65 


- 26.71 


discretionary awards 


19.31, : 


19.53 








disregards 


19.43 




i Sub-tenants (and tenants 






eligible rent 


19.20 - 


19.38 


of owner-occupier 






eligibility 


19.05 - 


19.09 


J claimants) 


9.50 


- 9.93 


- certificated cases 


19.08 




l claims form 


9.93 




free board and lodging 


19.38 




definition 


9.50 


- 9.51 


grant-aided students 


19.20 - 


19.24 


| deduction from rates for 


9.60 


- 9.61 


grant income 19.40, 


19.50 - 


19.53 


! deduction from rent for 


9.64 


- 9.67 


1- items to be ignored 


19.42 




I garages and outbuildings 


9.61, 


9.67 


T 

information needed in 






| income f rom 


9.70 


- 9.71 


student cases 


19.60 




procedure 






joint occupiers 


19.34 




- in certificated cases 


9.75 


- 9.87 


non-dep endent 


9.11 




- in standard cases 


9.55 


- 9.58 


See also Overseas students 






1 sub-tenant /tenant for 






parental contributions 


19.41 




supplementary benefit 






postgraduate awards 


19.53 




1 but not housing benefit 


9.90 




rent deduction 


19.30 - 


• 19.35 


water charges 


5.32, 


9.87 


- no deduction appropriate 


19.35 










- period of deduction 


19.32 




Supplementary benefit 






- reduced awards 


19.31 




i advice about claiming 


13.26 


. - 13. 2S 


spouse's contribution 


19.41 




I boarders on 2 - 41 3 


, 2.46 


- 2.49 


term-time, assessment in 


19.61 




1 crofters on 


2.43 




two homes 


19.63 




I crown tenants and 


20.20 


two homes grant 19.43, 19.51, 


19.55 
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See also Direct payments 
from supplementary 
benefit for rent arrears 
and amenity charges 
disregarded in 
standard cases 
heating additions 

householder status 
identification of entitle- 
ment to 

in standard cases 
joint householders 
See also Liaison with BBSS 
offices 

Single payments for rent 
in advance 

water charges included in 



7.66 

4.20, 4.55 
Ch 4 Annex 
2.83 - 2.84 



12.90 - 12.96 
2.85 



Unsuitable accommodation 

restricting eligible rates 
for 

restricting eligible rent 
for 

Variable amenity charges 

Victoria Cross 

Voluntary payments, 
income from 

War disablement pension 

pension rates 



3.46, 14.25 
5.40 



War pensioners 1 mobility 
supplement 



6.40 - 6.46 
3.50 - 3.65 
4.22 

7.61 

7.62 

7.62, 7.75 
App 6 

7.61 



Suspension of certificated 
benefit 16.50 



War widow* s pension 

weekly rates 



7.62 M 

App 6 



Tax refunds 


7.42 


Temporary boarder on 
supplementary benefit 


2.48 - 2.49 


Tenants of owner-occupier 
claimants 
See Sub-tenants 




Tents 


3.75 


Termination of standard 
benefit following change of 
circums tances 


16.20, 16.27 


Training allowances under 
Training Opportunities 
Scheme 


7.61 


Two homes grant 


19.43, 19,51 
19.55 


Unemployability supplement 

weekly rates 


7.75 
App 5 


Unemployment benefit 

non-dependant claiming 
obtaining information 
about 

weekly rates 


9.30 - 9.39 

23.65 
App 4 


Unmarried couple, definition 
of 


8.12 



See also Couples 



Water charges 


Ch 5 


definition 


5.05 


housing benefit supplement 
cases 


5.44, 12.86 


identification 5.10 - 


5.14, 5.31 


- at DHSS request 


5.41 - 5.42 


- following change of 
circumstances 


5.51 


included in supplementary 
benefit assessment 


5.40 - 5.45 


ineligible for housing 
benefit 


5.51 - 5.52 
5.02 


paid with certificated 
housing benefit 


5.20 


- appropriate cases 

- in England & Wales 


5.21 - 5.22 


- in Scotland 


5.23 


- cases with non-dependants, 
tenants or sub-tenants 


5.32 


- circumstances change 


5.50 - 5.52 


- hospital, admission to 


5.52 


- no minimum payment 


5.34 


- notification 


13.25 


- overpayments 


21.83 - 21.84 


- procedure 


5.30 - 5.34, 




Ch 5 Annex 


- subsidy 


26.25 - 26.27 


- unspecified charges 5.41 


- 5.42, 5.51 



Written statement explaining 
benefit entitlement 

Youth Training Scheme 
non-dependant on 



13.40 - 13.42 
9.11 
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RECORD OF AMENDMENTS 



Amendments should be made immediately on receipt and recorded below. 



Amendment 

Number 


Date 

Incorporated 


Amendment 

Number 


Date j 

Incorporated 


Amendment 

Number 


Date 

Incorporated 


1 


ls M as qa£ 


18 




35 




2 


, | „ i j?~, / / 

\ i i t 


19 




36 




3 


4 1 ST- OJP 


20 




37 




4 


G hs^QtP 


21 




38 




5 




22 




39 




6 




23 




40 




7 




24 




41 




8 




25 




42 




9 




26 




43 




10 




27 




44 




11 




28 




45 




12 




29 




46 




13 




30 




47 




14 




31 




48 




15 




32 




49 




16 




33 




50 




17 




34 




51 


■ 
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